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ABSTRACT 

The guide aias to prepare students for the transition 
from school to earning a living and has three purposes: relevance, 
reference, and record keeping. The guide includes discussions and 
saaple foras, ranging in length froa 2 to 26 pages on: personal 
information (20 pages) ; individual values (5 pages) ; finding a job (2 
pages) ; letters of application (4 pages) ; the application fora (4 
pages) ; preparing a resuae (6) pages) ; the job interview (7 pages) ; 
handling the job (9 pages); career planning information for juniors 
and seniors (9 pages) ; types of insurance and incoae tax, and 
financial fora*^ (26 pages); and local government services and legal 
and consumer terms (7 pages) • (JR) 
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LOOKING AHEAD 

''Decisions for Living' is designed to help you pre- 
pare for the transition from school to earning a living. 
It has three purposes : 

Relevance - This manual contains information related 
to the "adult" or work world. It is designed to help tie 
your school work together and to relate it to all of life. 

Reference - In addition to such things as preparing 
business letters and samples of each, this book also con- 
tains basic kinds of information that people need during 
their routine daily lives. 

Record Keeping - In "Decisions for Living" you can 
record a variety of types of information about yourself, 
your family, and your work experiences. ^ace is also 
provided to record similar information as it becomes avail- 
able after you leave school. Although you may never have 
need for all of this information at any one time, you will 
know where to locate what you need for many situations. 

"Decisions for Living" has one major character — You. 
It will follow you from grade to grade in h:gh school, and 
you will take it with you when you leave. We hope that you 
will continue to update this manual after you leave school, 
and that you will find it a valuable tool in making your way 
in the world of work. 



'^Decisions for Living'' was developed hy the staff of the 
South Dakota Ca reer Educa t ion ProQrani • Thi s edit ion was 
produced by the printing department of the South Dakota 
State Penitentiary. Funds for printing were provided by 
Special Services, David S. Sonde, state supervisor, The 
South Dakota Division of Vocational and Technical Educa- 
tion, E. B. Oleson, director. 
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necessarily represent official Office of Education position 
or policy. 
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Recording information 
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A wide range of personal information should be recorded for future 
reference* Such data as family names, education, places of residence 
and employment, health records, and membership in churches and organi- 
zations is needed throughout life* It is useful for employment appli- 
cations, financial records, and for recall of personal facts that will 
be needed from time to time* 

The forms on the following pages are designed for recording this 
vital information* 
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Gkiide to Coiirse Selection and Developroent 
of Flan to. Complete Graduation Requirements 



ERIC 



Nuniber of Credits needed to graduate 



Required Courses: Indicate nun4>er of credits 

English Math 

Social Studies Pl^rsical Educatio n 

Scienc e 

Registration Plan 

9th Grade 10th Grade 

Name of Course Number of Name of Course Nutuber of 

Credits Cx^ts 



Total 



Total 



11th Grade 
Name of Coiirse Number of 

Credits 



12th Grade 
Name of Course Number of 

Credits 



Total 



Total 



Courses Completed 

9th Grade 10th Grade 

Name of Course Grade Number Name of Coiu?se Grade Number 

of of 
Credits Credits 



Total — Tbtal 



11th Grade 12th Grade 

Name of Course Grade Nuid:)er Name of Coxirse Grade Number 

of of 
Credits Credits 



Total Total 



Date of Graduation 

Total Credits 

Grade Pbint Average 
A=4 B«3 C=2 D=l 

Class Rank 
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Iowa Test of i:xiucational Development (iTdD) 

!• Year in ochool 

Composite Reading Total Language Art3 Tota l 

f^ath Social Studies Science Use of Sources 

2# Year in School 

Composite Reading Total Language Arts 

Hat h Social Studies Science Use of Sources 

3« Year in Schoool 

Composite Reading Total Language Arts Tbta l 

Mat h Social Studies Scienc e Ufee of Sources^ 

OVIS (Ohio Vocational Interest Survey) 
List your high interest areas: 

National Merit Test 
Date Taken 

Verbal Math Selection Scor e 

ACT (American College Testing Program) 
Date Taken 

Scores Sent to the Following Schools 



iinglish Mat h Science Social Scienc e Composite 

C23 (College Entrance Examination Board) 
SAT Date Taken 

Scores Sent to the Following Schools 



Verbal Math 

ACH 

r,\TP (General Aotitude Test Battery) 
Date Taken 

G V N S P 3 K F M 

irned Forces .•'i:)litude ?e3t 
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Parstnal Data File 



Name 



(last; 



(first} 



(middle} 



Birth Dat e Social Security Nunber^ 

(month) (day) (year) 



Place of Birth^ 
Father's Name 



(city) 



(lastll 

Father's Birthplace and Date 
Mother's Name 



(state) 
(first) 



(last) 

Mother's Birthplace and Date 



(city) (state} 

(first) 



(city) 



(state) 



Brothers and Sisters 



(middle) 



First Name 



Last Name 
(if different 
from yours) 



Married Name 



(month) (day ) (year ) 

(middle) 
(month) (day) (year) 



Birthdate If 

Deceased 
The Year 



Elementary and Secondaiy Education 

Name of School Address Grades Years 

Attended Attended 



5 
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Circle Highest grade completed when leaving school: 8 9 10 11 
School officials v/hen leaving school: 
Principa l 

Superint endent 

Counsel or(s) 



Skill training courses taken in high school 

Name of Course Name of Instructor 



Ninth Grade Activities 



(Activity) 




(Advisor) 




(Accomplishments, names 


of associates. 


etc«) 


(Activity) 




(Advisor) 




(Accomplishments, names 


of associates. 


etc») 
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(Activity) 



(Advisor) 



(Accomplishments, names of associates, etc») 

High School Test Scores 
Date Name of Test Test Section Date 



Date Name of Test Test Section Date 



Date Name of Test Test Section Date 



Date Name of Test Test Section Date 



Post High School and/or Adult Education 

Fro m T o 
(name and address of school/institution) (nwnthj {year) (month) (year) 

Tbtal Hours: 

(major or type of training program) (indicate quarter, semester, course 

or classroom) 

Resulting degree or certificate (if any): 
Name of Advisor/instructo r 
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, ^ Pro m To 

(name and address of school/institution) (month) (year) (month) (year) 

r— — '^^^^ Ifours: 

(major or type of training program) (indicate quarter, semester, course 

or classroom) 



Resixlting degree or certificate (if any)i^ 
Name of Advisor/instructor 



- Fro m T o 

(name and address of school/institution) (month) (year) (month) (year) 



Total Hours: 



Health Record 

Name of family or company doctor Address 



Blood Xyp e Eye prescription 
Alle rgies 



Type of Immunizations Date Received Booster Dates 



Type of Major Illness or Treatment Date 
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The following two pages contain a copy of the 
school record* This will indicate to you the 
t;/pe of information the school accumulates on 
each student* 
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nm Nam* 



Ulddto 



Sex 



Race 



PUo* oi Birth 



Hoi US' 



ClaM 



Statement ot baaltb and defecta 



Nair J of Father 



Uteat Addresf 



NaUonaUty 



Occupation 



UvincT Y«a No 



Nam* of Mother 



Letett Address 



Nationality 



Occupation 



UvincT y5 Si" 



INTELLIGENCE-TEST RECORD 



Data 


Nam* ot Teat 


Form 


Scora 


PR 


MA 


CA 


IQ 


9th Adviaar 


10th Adviaar 






































nth Adviacr 


12th Adviaer 



PERSONALITY RATING: peiSonaUty **** ^ beUm in the position which ieemt to mott nearly detcrlbQ this lndivldual*a * 



1. SEmi.7USMCS>SI 

OF PURPOSX 


Purposeless 


VaciUatlng 


Potential 


Limltad 


Purposeful 


% OIDUSTRY 

t, orrrxAmrB 

4 INFLUlNCi: 

t. CONCERN FOR 
OTHERS 


Seldom works even 
under pressure 


Needs constant 
pressxire 


Needa occaaional 

prodding 


Prepares sssigned 
woric 


Seeks additional work 


Seldom Initiates 


Conforms 


Varies with 
conditions 


SeU-rallant 


Actively craatlva 


Passive 


Retiring but 
coH»peratlve 


Varying 


Contrlbutlnf 


Strongly 
oontroUing 


Anti'Boclal 


Indifferent 


Self -centered 


Somewhat 
aocially concerned 


Deeply and 
ffcnerally ooncamad 


«. RESFONSIBIUTY 

7. EMOTIONAL 
STABILITY 


UnreUabla 


Somewhat 
dependable 


Usually dependable 


Conscientious 


Assumea much 
raepooaibiUty 


Hyperemotional 


Excitable 












Usually well balanced 


Well balanced 


Exceptionally 




ApaUieUc 


Unresponsive 






sUbla 


304. 5M 


Permanent High School Record 




HIOWBST SCACH. INC.. 


SIOUX pALLa. a. o. 





ACmviTY 


HONORS OR AWARDS 


1 


3 


3 


4 


9 


AcnviTY 


HONORS OR AWARDS 


1 


a 


s 


4 


• 

















































































































































































































































































































































Photo and Remarks Concerning School Service* such as Library. Office Help, etc. 



< Continue on back page) 
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HiOH tCHOOL •CHOLAtTtC MCOflO 

WATCRTOWN. SOUTH DAKOTA 



Firtt Sem. endla^ 


rir»t Stm. endlnf 


First Sem. endlxm 


Flrtt Sem, eadlnf 


Ftrvt Sem. ending 


SUt/ECT 


Ho 


Hi 
Wk 


MR 


Unit 


)Ut)ICt 


No 
»k» 


«k 


6r 
Mk 


Uk<' 


(UBiCCT 


No 
Wkt 


Wk 


Gi 
Mk 


Unit 


SUBIECT 


No 
Wkt 


Hi 
Wk 


Gi 
or 
Mk 


Unl 


suetECT 


No 
«ki 


Pti 

Pti 
Wk 


& 
ti 
Mk 


Ultti 
















































































































































































































































































































































































































S«oond Sem. andlni 


.Second Sem. ending 


Second Sem. ending 


Second Sem ending 


Second Sem ending 


SUBJCCT 


mux 


Nr 
Hi 


U 
or 
Mk 


Unit 


SUBJECT 


No 
Wk« 


Pti 
Wk 


Gf 

01 

Vk 






So 


P»i 
P»« 
Wk 


Gi 

M 
Mk 


Uftit 


SUBJCU 


*«o 

;*ki 


Pti 
Pel 
Wk 


Gi 
•f 
Wk 


Unit 


SUBJECI 


No 
Wk« 


Pfi 


G( 
•f 
Mk 
























































































































































































































































































































































ToUl UiUU lor 


Yr 


ToUl UnlU for Yr. 


Total UnlU lor Yr 


ToUl Unlta for Yr 


Total UniU for Yr 



CS* /ollo\fcing T .b;ect. n-eans correspondence Hjkh School Stutifps SuRKt».t)or. I uppci half to inorU '^-unit Isl S»-m subi^^ris onl>. and lown 
half to record 'a-un't 2nd Svm subjects plus full-\iai sjhjects 



Oradtu 


Recommend at tons and Credita sent to 


Date 






UBM 


Kanx 


NO m Class 








Dropped 








Recommendatlona and Credita sent to 


Date 






Date 




Reaion 








Reenter* Date 




Drop. Dat« 




Rccommendstiona and Credita sent to 


Dste 





ATTENDANCE SUMMARY 



11 i 

!l 1* 


Vear 
19 


Year 

! 


Year 

! Iff 


Year 
10 


Semester | I 

— ii 


» 1 


3 * * 


1 5 i < 


i 

7 


8 


9 1 10 


Days Present j 




1 




r 






1 

_^ 1 


Dsvs Abfcnt i 




i 1 










— ■ ^1 ' 

Times Tsrdy 










ACHIEVIMENT-TTST RECORD 




DaU 


Name of Teat 


Form 


Score 

, 


CL Norm 


PR ! SubJ age 

i 


\— 1 




— 






1 




1 1 












1 ' 







I 
I 



but Nam* nnt Ntm« Uirtdl* i«» ^' Place of Birth STo Dty "Yr 
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(name of honor or award) 
(type of award or honor) 



(date received) 



(name of honor or 


award) 


(dax^e received) 


(type of award or 


honor) 






(name of honor or 


award) 


(date received) 


(type of award or 


honor) 




school, 


G cmmimity , Rcl igious 


and Social Organizations 


From To 



ERIC 



(offices or positions held in organisation) 



(name pf organization^ 



Fro m To_ 
(year) 



(offices or pjsitions he^d In organization) 



(name of organization) ~— — — — 
(offices or positi.)ns held in organization) 



Fro m To^ 
(year) 



(name of organiza ti'^nT 



Fro m To^ 
(year) 



(offices or positi(»n3 held in r r^^anization) 

19 1^ 



Military Record 



Induction Date Discharge Date 

(month ) (day ) (year ) (mont h) (day } (year } 



Branch of Service 



Serial Number 



Rank Achieved 



Promotion Date 



Duty Station and Address 



From To 



Coomanding Officer 



Award or Comnendation 



Date Received 



Service Schools Attended 



Address 



Dates 



Name of Veterans Administration Benefit 



Eligible Uhtil 



Type of Service Connected Disability Where Occurred Date Occurred 



ERiC 



Type of Service Insurance 



Dates in Force 



Places of Residence 

Locatio n From To 

(street number} (city) (state) (month) (year) (month) (year) 

Fill in appropriate information: lived with family/relatives y es no 

Rent per mont h 
Mortgage per mont h 

Rented/mor". gaged from; 



Locatio n Fro m To 

(street number) (city) (state) (month) (year) (month) (year) 

Fill ?n appropriate information: Lived with family/relatives y es no 

Rent per mont h 
Mortgage per mont h 

Rented/mortgaged from: 



Employment Record 

Social Security Numbe r ^ 
(Name of Employer) (Address of Employer) 

(Name of Immediate Supervisor J (Ris position) 

(your position) (starting and ending wages) (dates employed) 

(description of your duties) 
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(Name of Employer J (Address of Employer) 

(Name of Immediate Supervisor) (His position) ^ 

(your position) (starting and ending wages) (dates employed) 

(description of your duties) 



(Name 


of Employer) 


(Address of Employer) 


(Name 


of Imnediate Supervisor) 


(His position) 



(your position^ (starting and ending wages) (dates employed) 



(description of your duties } 
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(Name 


of Employer) 


(Address of Employer) 


(Name 


of Immediate Supervisor) 


(His position) 



(your position) "(starting and ending wages") (dates employed) 

(description of your duties) 
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References 



(name) 


(address } 


(biisiness name and address} 


(business telephone) 


(profession or position} 


(work relationship with you} 




(name} 


(address } 


(business name and address} 


^business telephone) 


(profession or position} 


(work relatioaihip with you) 




(name) 


(address } 


(business name and address} 


(business telephone) 


(profession or position} 


(work relationship with you} 


Church Membership 




From To 



(name(s) of rainlster/pastor/priest/rabbi) 



(Name and address of church^ 

(najne(s) of minister/pastor/priest/rabbi) 



Fro m To^ 
(year) 
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Spouse 

Wife/Husband's Name 

(firet) (last or maiden) (middle) 

Wife/Husband's Birth Dat e Social Security No> 

(month) (day ) (year) 

Wife/Husband's Place of Birth 

(city) (state ) (zip) 

!%rrxage Dat e Place of Marriage 

(month) (day) (year) (city) (state ) 



Uife/Husband's Nam e _^ ^ 

(first) (last or maiden) (middle ) 

Wife/Husband's Birth Dat e Social Security No^ 

(month ) (day ) (year) 

Wife/Husband's Place of Birth 

(city) (state ) (zip) 

Marriage Date Place of Marriage 

(month) (day) (year) (city) (state) 



Children 

First Name Last Name Married Name Birth- If 

(if diff extent date Deceased 
from yours) the year 
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Checkin^» Account Information 

From To 


(Name of Bank) 


(month & year) (month & year) 


(Address of Bank) 


(Account Number) 


From Tn 


(Name of Bank) 


(month ^ year) (month A year) 


(Address of Bank) 


(Account NuJd>er) 


From To 


(Name of Baak) 


(month & year) (month & year) 


(Address of Bank) 


(Account Number) 


Crodxi 


Card Information 


(Name of Cara or Ccnpany) 


(Date Issued) 


(Addre5S of Compui^y) 


(Credit Card Number) 




(Name of Card cr Company) 


(Date Issued) 


(Addresi> of Company) 


(Credit Card Number) 




(Name of Card or Zor^tp^ny) 


(Date Issued) 


(Address of Company) 


(credit Card Number) 





Gavin^s Account 


, IrU'ormauion 

From To 




(Name of Institution) 


(month & year) (month & ^-^ar) 




(Address of Institution} 


(Accomit Number) 


t 




Prom To 


• 


(Name of Institution) 


(month & year) (month 4 year) 




(Address of Institution) 


(Account Number) 






From To 




(Name of Institution) 


(month tk year) (oonth & year) 




(Address of Institution) 


(Account Number) 




Lire Insurance 


Information 
Date Issued 




(Name of Company; 






(Address of Company) 


(Type of Policy) 




(Name of Agent) 


(Policy Number) 






Date Issued 




(Na.Mc of Gom^^any) 






(Address of Company) 


(Type of Policy) 




(Name of Agent) 


(policy Number) 






ij-ite Issued 




(Name of Comrar*:/) 






(Address of "or.rr^ny) 


(Type of Policy) 


ERLC 


(Name of Agent) ,^ 


(Policy Number) 
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Auto Insurance Information 



Prom T o 

(month & year) (month & year) 



(Policy Number) 



Fro m T o 

(month & year) (month & year) 



(Pblicy Nunober) 



pyom 



To 



(month & year) (month i year) 



(Policy number) 



(Name of Company) 



(Address of Company) 



(Name or Names of Agents) 



(Name of Company) 



(Address of Company) 



(Name or Names of Agents) 



(Name of Company) 



(Address of Company) 



(Name or Names of Agents) 



(Name of Company) 



Property Insurance Information 
Date Issued 



(Address of Company) 



(Policy Number) 



(Name or Names of Agents) 



(Name of Company) 



Date Issued 



(Address of Company) 



(Policy Number) 



c 



(Name or Names of Agents ) 
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Looking at what's important— to you 



An individual's attitudes often have a great effect on the sat- 
isfaction he gets from his life or his job. No two people are alike; 
they are mainly different from the standpoint of what they regard to 
be important for their ovm satisfaction. 

On the following pages you will find an attitude survey. It is 
not a test — there are no right or wrong answers. It is designed to 
be used only by you to assess and reflect on your attitudes towards 
work. 

Before completing the survey, state your career choice below: 
This is the way I want to earn living; 
I want to be or do: 



With this career choice in mind, give your work preferences on 
the following pages. 



lA I would like to work at a job which can be done out-of-doors 
(weather permitting). 

IB I would like to work at a job which will be done primarily- 
inside* 

2A I would enjoy a job which required a great deal of traveling. 

2B I would not want a job which required a great deal of traveling* 

3A The community or area in which I want to live is more impojrtant 
than the type of work I want to do. 

3B The type of work I want to do is more important than the community 
in which I live. 

4A I prefer to be paid on a regular salary either on an hourly, 
weekly, monthly or yearly basis. 

43 I am willing to be paid on the basis of how much value I con- 
tribute to the company - either piecework, commission or 
productivity. 

5 A I prefer a job which I can perform primarily with hands. 

5B I prefer a job which requires me to use ny mind a great deal of 
the time. 

6A I would prefer to be self-employed. 

6B I would prefer to work for someone else. 

7A I would like to be in a supervisory position. 

7B I am not interested in the responsibilities of being a supervisor, 

8A I would like to work for a large company (over 200 emplcyees). 

83 I would like to work in a small company (under 200 employees). 

9A ^fy main interest in working is to make a great deal of money. 

9B Vty main interests in working are to provide for ny basic needs 
and to let me enjoy my leisure time pursuits. 

lOA I would like to plan a career in which I could always take care of 
ny own or family's needs. 

lOB I consider n^y plans to work only in terms of providing immediate 
income and not in the sense of developing a life long career. 

IIA I am willing to comit n^yself to an educational program beyong 
high school to prepare me for my career choice. 

IIB I plan to enter work directly out of high school. 

12A I would like to work in a situation where there is a lot of inter- 
action among the workers. 

123 I would like to work at a job where there is little interaction 
among the workers as a part of their work. 

13A I enjoy working at a job where I have to meet with and help 
the public. 

13B I prefer working in a situation where I do not have to work v/ith 
customers and I associate primarily with nr^y co-workers* 

22 
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lAA I would like a job where I am told exactly what is expected 
of me, and there are definite procedures to follov; to do 
my work» 

14B I would like a job where I am expected to develop my own 
solutions to those problero given me, or I am expected to 
devise ny own procedures foi" performing work. 

15A I would enjoy a job where nty work can be completed during 

regular working hours and I can use ir^y leisure time for other 
activities. 

15B I would enjoy a job where I would be expected to make my 
work a part of my total life pattern both during and after 
regular working hours. 
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This attitude v/ould 
sunoort or have a 
positive effect on 
qy career choice. 


This attitude would 
have no effect on 
career choice. 


This attitude would 
NOT sunoort or would 
have a M^^^ATr/E effect 
on career choice. 


IB Work inside 








^jTi i!jXLensive bravei 

2B Limited or not travel 








L/jc^.bion xmporuanL 
3B VJork outweighs location 








i4j\ rreier regular saiaiy 

/<B Compensation by productivity 








5B Intellectual work 








6b Prefer working for someone 








Lu-Jve uo supervise 
7B Prefer not to suoervise 








cA rreicr large company 
8B Prefer small company 








VA nign earnings imixjruanL 

9B Earnings net of primary importance 








10 A VJork regarded as career 

lOB V/ork regarded for supplemental needs 








11 A r05L nign eaucaLion pianneu 
IIB Immediate emoloyment desired 








i<cA rreier co— worKer social inueracuion 

12B Prefer little co-v/orker social interaction 








ij^/i iiOrjc wiun DUD lie 

133 Dislike oublic contact 








liui . j/eier exDiiciX/ Qirecuion 
li+B Like makinf; work decisions 








15A Regular working h':urs 

15B Total life career involvement 
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Homeroom observation 



The following items should be considered when selecting a career 
goal. This exercise can be done individually or as a group of students 
with similar interests. 



Where I Want To Go 

Choice of Occupation 

General Nature of VJork 

Duties and Responsibilities 

Job Through Which I May Enter 

Advancement Opportunities 

Related Occupations to Which 
I May Transfer 

Immediate Employment Outlook 

Possible Trent Next Ten Years 

Beginning Salary 

Salary Range 

Fringe Benefits 

Working Conditions 
(physical surroundings) 

Training Requirements: 
Where 
How Long 
Cost 

Other Requirements: 

(license, special equipment, etc.) 

Advantages — Disadvantages 
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What I Have To Offer 

Favorite Subjects 

Least Liked Subjects 

Work Experience 

Extra Curricular Activities 

Hobbies 

Physical: 

St!rength 

Coordination 

Dexterity 

Mechanical Ability 

Ability to Get Along With Others 

Musical Ability 

Artistic Ability 

Verbal Ability 

Numberical Ability 

Intelligence 

Health 

Grooming 

Manners 

Voice Quality 

English Osage 

Industry 

Stability 

Cooperation 

Honesty 

Punctuality 
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Where to look for work 



Finding emoloyment is a oroblem for nearly everyone, but knowing 
v/here to look for a job is the key to finding one. Here are the primary 
source'^ for seeking emnloyment: 

• Private emnloyment agencies. 

• State emoloyment ser^n-ce. 

• Newspaper "helo wanted" advertisements. 

• Visit places where you v/ould like to work. 

• Civil service announcements. 

• Friends or relatives. 

• School and college nlacement services. 

Try to be at the location when hiring is being done; be persistent - 
hang in there! 

Here are some \/aming signs to observe in using these varioxis em- 
ployment avenues: 

A private emoloyment agency deals in a service — finding a job for 
a fee. This fee is a oerccnt of your salary for a nredetermined period 
of time. The employee usually nays this fee; in some cases the employer 
does. Most private emoloyment agencies are refutable, but their adver- 
tising can be deceiving. Dull, nlain, underpaid jobs can be disguised 
as glamorous "public relations" jobs. After all, the private employment 
agency has a oroduct to sell, so there ir boiind to be a sales pitch. 

The State Employment Service charges no fees for its placement ser- 
vices, and the counselors are qualified to help match the applicant to the 
right job. 

A blind ad in a classified "helo wanted" advertisement that gives 
only sketchy information — never the name of the compar^y placing the ad. 



An example might be; 

NO EXPERIENCE NECESSARY 

Our men are averagins over $3CX) a week, 
with our top men earning $500 or more. 
Start now, we'll train you. Phone 886-9999 

Marv newspapers have policies that regulate classified advertising. 
These oolicies usually include the following: 

. Nature of the work must be specified in the ad. 
. Sales ads must state basis of pay. 

. Ads must state if any kind of investment is necessary. 
• Ads must not be misleading or misrepresent the amount 
of money that can be earned. 

Most ads appearing under the •♦help wanted" column are placed by 
business firms seeking to fill specific positions and are written to 
attract the right kind of applicant for the job. 

Visiting places where you would like to work is an excellent way 
to make positive contact \rith prospective employers, and frequently 
results in employment for the job seeker. This kind of contact shows 
resourcefulness on the part of the applicant. 

Civil service announcements from all levels of government give de- 
tails about the job and outline the requirements for applicants. Civil 
seinrice announcements in a variety of job categories can be obtained from 
city governments, state governments, and from the federal government. 

Perhaps more jobs are filled by "word of mouth" than in any other 
way. It's beneficial to have friends or relatives in positions to hear 
about job openings. 

Schools and colleges also have job placement services, and handle 
much of the detail and contact work for the job app3.icant — usually for 
only a small fee. 
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Writing the letter 



The first sentence in a letter of application is the roost important* 
Get right to the point; tell the employer why you are writing. Highlight 
your qualifications by mentioning only one# Note in the first paragraph 
that your personal data sheet is enclosed • 

The last paragraph of your letter should tell the employer what you 
want him to do, and make it easy for him to act. For example, you might 
say; I would like to have a personal interview. You may reach roe at 
666-5555. 

Consider all Aspects 

A job applicant needs to take several factors into consideration* 
For example, time the mailing of your letter so it will arrive in the 
middle of the week, since Mondays and Fridays are usually the busiest 
days in the personnel office* 

Refine Your Letter 

A prospective employer may discard your letter of application if 
it lacks appeal. Be certain your letter: 

• l3 typed, if possible, and in proper form. 

. Is neat and legible, whether typed or hand written. 

. Is written in blue or black ink only. 

. Is written on clean, plain white paper. 

. Is not on odd-size, perfiimed, or other unusual stationery. 

. That the envelope matches the paper. 

Things to Avoid in a Letter of Application 

Certain information should not be included in a letter of application — 



information an employer doesn't i»ed or want and that iion't benefit 
you in any way. Here are some pointers: 



About Yourself 

• Don't go into detail about your abilities, 

. Don't air personal gripes or secret anbitions. 

• Don't talk about your experiences. 

• Don't have the attitude that anyone owes you a job. 

• Don't fill the page with information about your childhood. 
. Don't talk about your military experience. 

. Don't imply that you want the job simply because you need it. 



About the Job 

. Don't say you're not interested in money ~ who would believe 
you anyway? 

. Be loyal — don't criticize your job experiences. 



About Other Things 

. Don't go into detail; be brief and to the point. 

. Don't use postscripts. 

. Don't try to impress with words or phrases. 

. Don't include unrelated information. 

. Close the letter tactfully. 




Hore IS an examole of a letter of application. The letter should never 
be much longer than ^his« 



Street Address 

City, State, & Zip Code 

Date 

Name of Person 
Title 

Name of Company 

Street Address 

City, State, & Zip Code 

Dear Mr. : 



Because I am interested in the newspaper business, I would like to 
secure a position with your company as a proof reader* 

I completed a course in Journalism at Watertown Senior High School* 
Other information regarding ny qualifications is outlined on the en- 
closed personal data sheet* 

A personal interview would be appreciated* "ton nay reach me at 



Sincerely yours, 

(your signature) 

(If letter is typed, 
type your na'*ie here) 

Enc* 
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The Snvelooe 



Hobe O'Day 

Dakota Dr. 
Brookings, 3D 57006 



Mr. Foster B* Wilson 
Director of Personnel 
The Abercrontoie Company 
6195 South Hennepin Avenue 
Minneapolis, Minnesota 55201 



This envelooe is addressed in the proper form for a letter of 
application. The addresses on the envelooe should be the same as 
those on the letter. Abbreviations can be used in your ovm address, 
but each word in the prospective employer's address should be written 
out. 
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Completing an application 



An application form, whether for a job or admission to a post- 
secondary school, is important to the individual preparing it. In 
many cases the decision to consider an individual for a iX)sition is 
based entirely on his application. If there are mapy applr^^ants for 
a job, an employer may narrow down the list according to his impression 
of the applications submitted. Therefore t an individual must present a 
favorable impression through his application. 

Following are some important hints which can be helpful in preparing 
almost any kind of application form; 

• Make certain that the finished application is as neat appearing 
as possible. A soiled or wrinkled application is often quickly 
discarded. Double check to make sure that there are no errors 
in spelling or grammar. Many potential employers use the ap- 
pearance of the application as an initial screening method when 
faced with a large number of applicants. 

. Be sure to read carefully any directions which might accompany 
an application. Complete all information requested in the form. 
Even if a particular section of the application does not apply 
to you, be certain that you acknowledge that it does not apply. 

. Remember that an application, even though its format may be quite 
structured, provides you with the opportunity to emphasize your 
assets. Do not downgrade your abilities or achievements if they 
are pertinent to the position for which you are applying. At 
the same time, however, avoid cluttering an application with 
personal information that would be of little or no interest to 
the potential employer. 
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Always be honest and candid when completing an apolication. 
Even if your oast contains events which you would rather not 
discuss, don't try to cover them \xp. Past mistakes may well 
disrupt consideration of your application. But this problem 
is far less serious than actually being hired for a job only 
to have your employer discover that you lied to him on your 
application. 

A copy of all correspondence should be kept on file. 

Be fully prepared to complete the application. Some of the 
information that will be needed includes: 



Social Security nuraiber 

names and addresses of references 

photographs, to submit upon request 
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Example of Appiication for ijimployment 

Position Applied For 

Date 

Social Security # 

Name Age Sex 

(last) (first) (middle) 

Present Address 

(street ) (city) (state ) (zip) 

Permanent Address 

(street) (city) (state ) (zip) 

Telephone Number Marital Status Number of Children^ 

Date of Birth Height Weight 

Color of Hair Color of Eyes 

Name and position of relatives working for our compariy 



Have you ever applied for a position with our companj^ before?^ 



Education: 

Name and Location of Schools Attended 



Dates Attended 



Highest Grade 
Completed, 
Number of 
Hpurs or 
Degree 



What skills ha^^e you ;ie7eloped or wh^t special abilities do you have?_ 
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Employrcent Record: (list last five employers, list recent first) 



Date, Month 
and Year 



Employer's Name 
and Address 



Salary 



Position 



Reason for 
Leaving 



From^ 

To 



From^ 
To 



Frorn^ 
To 



From_ 
To 



For reference purposes, may we contact your present or last employer? 

Personal References: (List the names or three people not related to you whom 

you have known for at least one year and who would be 
familiar with your work habits) 



Name and Address 



Business and Position 



Business Phone 



List any of your hobbies, activities and awards that might pertain to the 
type of employment you are seeking: 



Health Record: 

List any physical defects and indicate if corrected*^ 



List any major illnesses you have had in the last five years_ 



How many days of work did you miss during the last year because of illness? 



Signature 
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Writing the resume' 



Although similar in nature t a resume* should not be confused with 
an application. A resume' is prepared by an individual as an initial 
"selling tool" about himself for a potential employer. It will frequently 
be submitted BEFORE an individual completes a formal application or has a 
personal interview. 

Generally speaking, an original copy resume* should be prepared for 
each specific Job inquiry. In some cases, however, an individual may wish 
to prepare a comprehensive resume* to be reproduced in quantity and sub-* 
mitted to a variety of different potential employers. In either instance, 
two basic rvles should be followed: 

. A resume* should be limited if possible to two pages unless r re 
information is specifically requested by an employer. 

. Any resume* should be accompanied by a cover letter of not more 
than one page designed to relate specifically to one employer and 
one work position. 

Most re3ume*s contain basically the same categories of information. 
These include: 

• Personal information, such as name, address, age, height, weight, 
health, marital status, sex* 

. Education, including high school and courses from which you gradu- 
ated, honors, extra-curricular activities, and related courses. 

. Experience. 

. Outside interests. 

. References* 
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Even though these categories remain essentially the san.o, their 
content will probably vary considerably, depending upon an i»idividual»s 
age, experience, educational achievement, and — most importantly — the 
position for which he is applyxng. Therefox'e, a number of variables must 
be taken into account: 

Personal Information 

Too much personal information is often included in a resujne'. 
Beyond your name, address, age, height, weight, health, marital 
status, and sex, little additional information is necessary or de- 
sirable. There is no need to include your spouse's n^ime, the names 
of any children or siblings, your parents' names, etc. Even though 
it is legally not necessary to include your age or sex, to exclude 
either might lead a potential emoloyer to think that you are trying 
to hide something. 

Education 

The length and content of this section depends on where you 
are in life. The younger you are the less experience you have, and 
the more detailed you should be abcut your education. Especially 
if you are applying for your first full-time job, you should develop 
in reasonable detail a description of those educational programs 
which you have completed and which v;ould be related to the position 
you're applying for. This should be done also if you are epplying 
for ati.'nission to a specific department or program in a post-secondary 
school program. 

Experience 

As with education, the v;ay you outline your experience will be 
closely relatea to the amount of work experience you have had. Once 
you have developed a history of full-time work experience, you should 
include information only about those full-time positions. If you have 
had a wide variety of full-time jobs, you would probably include orjly 
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the four or five most recent cnes. Ori you may include only those 
jobs which wouic be directly related to the position for which you 
are applying. If you are just starting your career, it is quite 
oroper and advantageous to include at least your most recent part- 
time jobs. In detailing your work experience, be sure to include 
the following: 

. Name and address of the company for which you worked, 

• Name of the position you held. 

• The starting and leaving dates of the job. 

. A description of your duties if it seems pertinent to 

your application. 
. Your reason for leaving. 



Outside Interests 

It is in this section that maj^y people tend to give too much 
information. A potential employer is interested in your outside 
interests only as they may be related to your performance as an 
employee. Leadership roles in a school, civic, social, or chxxrch 
organizations would probably be of interest. Your membership in 
a square-dancing club, by itself, would probably be of little interest 
An exception to this approach might be found in a resume' prepared to 
accompany an application to a college. In this case there would 
pr^obably be greater interest in all of your activities to give more 
insight into your personality. 

References 

Be sure to contact anyone you want to use as a reference before 
you submit his name, and request his permission to do so, Ar^ycae 
reading a resume • v;ill assume ^hat you have used as references persons 
who will respond favorably to you. Make sure this is the case. Re- 
member, however, that relatives are not considered reliable references 
even if you have ;;orked for them. Try to balance your choice of 
references to include peooie who know you well on both a personal and 
and occupational basis. Keep m mind, hov/ever, that even though a 
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co-worker may provide a v/ell-written reference, his comments may not carry 
as much weight as those of a foreman or supervisor who may not know you as 
well nersonally. 



Skills 

Include here only those skills which are directly or indirectly related 
to the position for which you are applying* Even if you were a skilled plumberi 
this information would hardly be pertinent if you were seeking a job as a bus 
driver. However, typing skills could be important in being considered for a 
job as a journalist* Special care should be taken in preparing this section 
if you are planning to change the direction of your career* For instance, if 
you are now employed as a school teacher and you are seeking a position as 
farm manager, you should be able to demonstrate a background of at lease some 
skills related to farm management* 




Bacample of a Personal Resuae * 



Peraonal Information 



Name 



John W« Barlie 



Address 



A28 Oaky Kampeska Village, S, Dak* 



Telephone 



(605) 886^101 



Height 



6 feet, 1 inch 



General Health 



Excellent 



Marital Status 



Single 



Education 

Graduated from Kampeska Village High School, 1974, in upper 1536 
of class* 

Specialized high school courses included vocational agriculture, 
four years; distributive education; typing; business law; advanced 
speech; Journalism* 

Presently enrolled in first year of two-year Agri-Business program 
at Lake Area Vocational-Technical School, Watertown, S* Dak* 

Honors and Awards 

Future Farmers of American State Farmer Award, 1973* 
High School honor roll, four years* 
American Legion Award Winner, 1972* 
Boys State representative, 1972* 

Extra-Curricular Activities (high school ) 

Future Farmers of America, four years; football, three years; 
junior class play; school newspaper* 

Experience 

General farm worker, three years* 

Distributive Education student at Tractor Supply Co*, 
Watertown, S* Dak«, one year. 



ERIC 



W) 

52 



Seed laboratory assistant, Dakota Seed and C^ain Co«| 
WatertowHi S« Dak*, one suntner* 



On* job training, Trisco Milling Co., Sioux Palls, S« Dak«, 
in conjunction with present course at the Lake Area Vocational- 
Technical School* 

Outside Interests 

Menfcer of a /^H club since age % 
City league basketball* 

References 

Qiiincy Johnson, manager. Tractor Supply Co* , Watertown, S* Dak* 
GeoTf^e Agriroan, manager, Dakota Seed and Grain Co* , Watertowni S* Dak* 
AmolQ ?eedman, manager, Trisco Milling Co*, Sioux Falls 9 S* Dak* 

Special Skills 

Typing ability, 45 words per minute, electric or manual ^oachines* 
Licensed automobile driver* Can operate trucks, forklift, and most 
agricultural equipment* 
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Job interviews 



People are hired becattse employers need certain services performed, 
not because people need jobs. So you must think in terms of your value 
to a prospective employer. 

An interview helps both the employer and the employee get a close 
look at and gain an understanding of each other, and find out if it's to 
their mutual advantage to work together. The employer wants to find out 
what your personality is like, how you look and feel, what you say, and 
what you do. 

Your personality is the sum total of what you are; no two people 
have the same personality pattern. Personal appearance is an important 
part of your personality, ^nd is subject to your control. A clue to ap- 
propriate dress during an incenriew is what you would wear on the job you 
are seeking; but cleanliness and neatness is a must in aiy case. It's 
important that your clothing fit your body, yoiur total personality, and 
the kind of work you're applying for. 

What you say, how you act, and your expression quite accurately 
reflect the way you feel. Be a good listener, interested and enthusiastic* 
Control the tone of your voice, speak clearly, and use correct grammar. 
Be sure that what you say and the questions you ask are important and 
related to the intei^ew. How you act is also an excellent personality 
indicator. So be yourself, relax, and cultivate a friendly manner to 
help you meet people easily without being nervous. 

Arranging a Job Interview 

Common ways to arrange a job interview are the letter of appli- 
cation, personal contact, and telephoning. 

. The letter of application should be well organized, interesting, 
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and nezz. Jentenc?s >->h^uld be short and to the point. 
Your letter can hel-' orojec*.. you as a positive self- 
confident :;erson. ^evie;; the uiformation oa letter 
writing covcrea earlier in this book. 

Personal contact is an excellent v;ay to arrange for a 
job interviev;. It is effective, since meeting the 
employer or his secretary in person ahead of the inters 
view provides an opportunity to make that important first 
impression and possibly to g^t some preliminary items 
taken care of. An employer likes to have a completed 
application in hand during the interview, and this 
personal call is an excellent vay to pick up an appli*- 
cation blank and printed iriformation about the company. 
Calling in person is also a quicker and surer way to 
get a job, since it is more difficult for ?,n employer 
to turn away a personal caller than to s^y "no" by 
letter or by telephone. 

The telephone can be an -effective way to get ai* inter- 
view, however, when personal calls are not practical. 
The caller must knov; v.hat he wants to say, and must 
speak cleariv and with confidenco. Courtesy and a 
businesslike manner are impcjrtant. 

Always say that you prefer a personal interview if the 
person y^u are calling attempts to conduct an interview 
over the telephone. 

Be sure you knov/ the interviewer's name and how to 
pronounce it, and his title. Also be certain of the 
time and place of the interview. Make notes to prevent 
forgettinr^ irLformation and having to call back# 

Once the Interview .ip\'^ointment is made, thank the person 
and close cho conversation. 
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Preparing for a Job Interviev; 

The applicant who is prepared for an interview is the one 
most likely to be hired. The following points may help you hold 
a successful job interview: 

• Learn all you can about the compariy — its products or 
services, kinds of jobs available, hiring policies and 
practices. Have an idea of the salary scale for the job 
you are seeking. Keep the interviewer's name in mind. 

. Have with you the information a prospective employer will 
expect you to have. This includes a personal data sheet, 
work and school records, references who know your work and 
character, your social security card, diplomas or other 
evidence of education and training, and other information 
that might be important to the employer. 

. Be ready to state what you have to oifer an employer. 
Outline the training you have had, the kiiMl of job you 
want, what you can do, and what you have done. 

. Have clearly in mind the reasons why you want to work for 
the company interviewing you* Try to match your skills 
and interests with the needs of the company. Keep in mind 
the opportunities you see for yotirself . 

• Be appropriately dressed axid groomed, well rested, and 
display a nealthy attitude. Arrive a few minutes early, 
carry a pen, and go alone. Having a friend or relative 
along shov/s a lack of confidence, and might keep you from 
getting that job. Be yourself and be confident. 

. Be courteous and sincere from the moment you arrive for the 
interview. The receptionist or secretary is often asked 
her opinion of an applicant. 

• Creating a good impression lies in being friendly without 



being talkative; being patient if you have to wait. Give 
the receptionist your name and the name of the person you 
are to "ee, explaining that you have an interview appointment. 
Don't be fidgety or chew gum. Look and act yoxir best. 

During the Interview 

Introduce yourself to the inxerviewer if the secretary doesn't, 
and remind him why you are there cind tell him the specific job or 
kind of work you are seeking. Give brief answers to questions, and 
don*t stray from the subject. You will usually have an opportunity 
to ask questions near the end of the interview^ Questions you might 
ask could concern what the job involves, advancement opportunities, 
salary, working hours, vacation and sick leave, insurance and other 
fringe benefits. Don't linger when the interview ends; thank the 
individual and leave. 



What to Do 

Here are some hints on what you should do and how you should act 
duiTing a job interview. 

Be yourself — be natural f as poised as possible. Sell your 
qualifications, not your need for the job. Look and be pleasant, 
and speak clearly. Look at the inteinriewer and answer all questions — 
even if they seem too personal. Let the ojnterviewer lead the dis- 
cussion and control the interview. 

Be realistic concerning salary. Don't give the impression that 
salary is yotir only interest; save this topic until last. But if 
the end of the interview is near and salary has not been discussed, 
ask what the salary range is and then pinpoint what your salary would 
be if hired. 

Sell yourself to the interviewer by focusing attention on your 
strong points, but don't hide your limitations. Tell what you are 
doing to improve yourself. Stress your interest in your work. 

Thank the interviewer as you leave, and write down the time and 
place of future contacts concerning the job you're applying for. 
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Be sure you understanu if you are to be employed or given further 
consider at ion. 



Questions You Might Be Asked 

A professional interviewer is likely to ask many more questions 
than will the proprietor of a small business. Every interview situ- 
ation is different. Some will be long, others short. Some interviewers 
will want to learn as much as possible about the applicant, others may 
seek liiinimal information. 

Here are some examples of questions an interviewer might ask: 

. V/hat would you like to be doing five years from now? 

• How much money do you want to be making when you're 35? 
. What has your job experience taught you? 

. Tell me about youi^self. 

. Vihat hobbies do you have? 

. Viould you rather work alone or with others? 

. VJhat kind of boss would you like to have? 

. V/hat did you like about your last job, and why did you leave? 

• VJhich courses did you like best and least in school? 

• What kind of job do you want? 

. What are your qualifications for this kind of work? 

• 'Jhy would you like to work for this company? 



• Jhat are your thoughts on salary? 
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VJhat an Employer Looks For 

An employer is interested in you as a person — your appearance, 
your personality and character, your interests and activities, and how 
you express yourself. 

Health, grooming, dress, and enthusiasm combine in your personal 
appearance. Personality and character are reflected in maturity, friendli- 
ness, sincerity, poise, self confidence, and in several other traits. 

Personal interests and activities involve your hobbies, cultural and 
recreational interests, participation in community affairs, and awareness 
of current news events. 

Keys to self expression are the ability to think and speak clearly, 
preparation, response to questions, and the questions you ask. 



When the Interview is Over 

Several things need to be done after an interview. If an individual 
told you about the job opening, you should tell him about the outcome of 
the interview. The prospective employer should be sent a brief letter 
thanking him for the interview. Again express your interest in the job, 
if you are still interested. If hired, say that you are looking forward 
to starting work for that firm at the designated time. 

References also deserve a written or personal thank you for their 
services. If an f»mployer follows up the interview with a letter offering 
employment, respond at once with your answer of acceptance or rejection. 
Give your reasons why you are or are not accepting the job. 

When other employment is accepted, notify the other firm you applied 
with as well as the person who referred you. 

If you don't get the job you applied for, and this may be the case, 
evaluate the interview and try to see what changes or improvements you need 
to make for future job interviews. It takes determination to find the kind 
of job you want. 
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An interview follow-up letter should be brief and simple^ 
It could be written in this format: 



To -^r Address 
Ci":./, State 
Da^e 



Interviewer's Name 
Company Name 
Street Address 
City, State, Zip 

Dear Mrs» Pm-Ics; 

Thank you for the time and consideration given me during 
the job interview Wednesday afternoon* 

The secretarial position we discussed interests me veiy 
much, and I feel that I can be of service to your company* 

I hope that you will consider wgr qxxalifications* 

Sincerely yours, 



(your signature) 

(if letter is typed, type 
your name here) 



4 
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What to expect on the job 



It is normal to have some fear, apprehension or "nervousness" 
about beginning new employment. But there is usually little reason 
for such feeling, as most emnloyers are careful to introduce new help 
to their duties and to their fellov/ workers. 

As a new employee, you can expect the following from your employer: 

• An explanation of all rules and regulations affecting you# 

• Introduction to other employees. 

. Information about the amount and kind of work you are expected 

to do, and how it is to be done. 
. Information about hourc, pay, vacations, fringe benefits, etc. 
. Loyalty to employers, which may include penalties or discipline 

for being late, disregarding safety rules, rnd for disobeying 

order . 

. Treatrnunt as an individual, wilh criticism given privately in 
a courte us, helpful manner. 

Since some employers are more thoughtful and considerate than others, 
there is bound to be variation in the way employees are handled. Regardless 
of the circumstances, build a good work record and earn a good recommendation 
for a better jcb. And it«s al;:ays unwise to quit one job before a better one 
is in hand. 
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What to do on the job 



Always be ahead of time. 

Give value plus in exchange for your salary. 

Do your best. 

Stick to the job and keep busy. 

Get enough rest to do your work well. 

Learn the names of fellow workers and key 

people in the organization. 

Be patient. 

Learn your job before seeking advancement. 
Listen to and follow instn;ctions. 
Observe how other employees do their jobs 
and ask them for suggestions and help when 
needed. 

Learn the rules and regulations of the 
organization. 

Have a plan of operation — by systematic. 

Be an attractive and agreeable person. 

Keep clean, neat, and well groomed. 

Control your emotions. 

Don't neglect tact and courtesy. 

Have a positive attitude at all times. 



Getting a raise or promotion 



It takes time, hard work, determination, and initiative to get a raise 
or promotion. The fol" owing steps can help you get a salary increase or 
a better job within an organization: 

• Have evidence of the quality and quantity of your work, 

• Show how you have benefited the organization, and how 
you have advanced in perfo3rming your duties, 

• Explain why you like your job and why your performance 
merits advancement consideration, 

, Your past performance must demonstrate your ability to 
get along well with others, 

• Be specific in what kind of promotion or salary increase 
ycu want. Your desires must be in line with your interests, 
experience, and preparation. 

Most jobs have possibilities that may not be apparent to the employee. 
An employer often points out these possibilities when a raise or promotion 
is requested, rather than gr-nting the request outright. The request may 
be met by a modification or with a proposal for a salary increase or pro- 
motion sometime in the future. It is usually best to accept such an offer. 
And the employee should also be prepared to hear "no" for answer. 
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How to leave a job 



Leaving a job is much more than just quitting. You will gain an 
euplpyer's lasting respect by showing him the same consideration you 
would want if you were to be dismissed from a job. Your past employer's 
good will is necessary when it comes to getting a new Job. His recon»- 
mendation is important. And who knows, yov might want to work for him 
again sometime! Future employers are always interested in yo^ar past enn 
ployment, and the way you leave a job forms an important part of your work 
record. 

Here are some things that should be considered when leaving a job: 

* Tell your employer, either orally or in wri+.Hng, when 
you plan to leave. 

. Most employers expect a notice of two weeks or more. 
One week is probably minimum notice for leaving any 
job. The employer needs to find and sometimes train 
a person to fill your job when you leave. 

. Give your reason for leaving. Rather than giving a 
negative, fault-fiiKiing rsason, it is usually better 
to express a positive reasoi^* This could be your desire 
for more advancement opportunity, an opportunity to earn 
more money, or a decision to change occupations or get 
additional education. 

. Tell your employer about the knowledge and experience 
you have gained working for him. 

. Express your appreciation for the opportunity to have 
worked for you: employer — regardless of your reason 
for leaving. 



When resignation is made by letter, it should be 
t^ped on white paper and enclosed in an envelope 
with the employer's or supejrvisor's name-^n it* 



The letter should be personally given to the em- 
ployer, and the employee should remain while it 
is read. There v/ill always be comments. 



Here are some do's to remember when resigning 
from a job: 



tell why you are leaving 

do as good a job on your last days as on your first 

express your appreciation 

tell the things you liked about the job 

see your employer on your firial day of work 



And here are some don'ts: 



don't "tell anyone off" or express dissatisfaction 
don't criticize your employer to arorone 
don't slack off in your work aftor you resign 




Letter of Resignution 



To: 



Steven \u 3nvLtn 



Prom: 



Susan Johnson 



Date: 



September 3f 1973 



Subject: 



Resignation as Secretary 



This is to inform you of my resignation as receptionist and termination 
of employment with the Ralston Compary effective Friday, September 13, 



IVhile I have enjoyed nor duties and ny association with Ralstoi*, I have 
decided that I can best reach ny personal goals by returning to the 
University this term to further education* 

Ify experience with the Ralston Company will be valuable to me in axty 
future work situation* I appreciate the opportunities for work and 
learning wliich my association with Ralston gave me* 

Sincerely yours. 



(your signature) 

(if letter typed, type 
your name here) 



1973. 
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Determining take-home pay 



Take-home pay is the actual arooimt of your pay check after all 
deductions have been made. The salary suffers several blows f including 
taxes, insurance, dues, and retirement. All of these withholdings sub- 
tracted from the gross salary results in the net, or take-home pay. 

Take-home pay can be determined by this chart: 



Gross Salary $ 

(use wage/hour times number of hours in average work 
week; weekly wage; bi-weekly wage; or month wage.) 

Federal Income Tax... • $ . 

(rates available from employer) 

State Income Tax • $ . 

(rates available from employer) 

F.I.C.A. (Social Security) $ 

(rates available from employer) 

Your share of group insurance $ . 

(rates available from employer) 

Union or other dues $ . 

(rates available from employer) 

Company Retirement $ . 

(rates available from employer) 

Other ♦ $ . 

(depending on company) 



Total Withheld $ 

Net Take-Home Pay $ 



GO 

55 



Balancing a monthly budget 



Take-home pay, plus any other iridividxial or family incotoey is 
the basis for formulating and balancing a im^nthly btidget* 

A new budget should be written as income, family, life style, 
installment loans, and other factors (Change* 

The following schedule is helpfu], in planning a bidget. The 
budget items for each situation will vary, however* For examplet 
your budget might also include savings and a fund for emergencies* 
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Balancing a Monthly Budget 
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Net Take Home Pay $^ 

(Based on an average monthly income; and including spouse's 
income, if any.) 

Subtract the following recurring expenses: 

Rent or Mortgage $ . 

♦Average utilities bill • $ . 

(divide total yearly costs by 12) 

Average food costs • • $ 

Average medical and dental costs $ , 

Average cost of furniture and appliances •••••••• $ • 

Payment on car(5) • • ••••••••••••• $ • 

Average auto maintenance, •••••• $ . 

Average wardrobe cost.««...,.«...«.«...««««.«.«. $ • 

(include cleaning expenses) 

Average insurance payments... «... $ ♦ 

(include all types not accounted 
for elsewhere) 

Average Donations • $ • 

(include all types not accounted 
for elsewhere; 

Cost of publications • $ • 

(include newspapers, magazines and books) 

Taxes and vehicular licenses • $ . 

(include all taxes not accounted 
for elsewhere) 

Loan Payments ..o. $ • 

(include all loan payments not 
accounted for elsewhere) 

♦Include, smong others: electricity, heat, 
telephone, sewer, water, garbage pick-up 
and gas. 

Total 

Amount re raining for 
leisure and savings. 
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Information of interest to juniors 



The junior year is a time for planning. Those giving ai^y consideration 
at all to attending college should select their remaining high school courses 
accordingly, in keeping with graduation requirements. The American College 
Test (ACT) and the Scholastic Aptitude Test (SAT) should be taken. 

Those considering a vocational- technical school should arrange to take 
the General Aptitude Test Battery (GATB). 

Financial aids should be investigated. Information on various schools 
and courses should be obtained. As much information as possible pertaining 
to your career interests should be examined. Your coumselor can assist you 
in all of these areas. 
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Juniors seriously considering ent<^ring college should plan to take the 
National Merit Tezi. 

Date of thio lest 

Cost 

Juniors planninr t^. atteni a coLleje :/lihin this state may take the American 
College Test (ACT) durin,-^ the s^^^rlng of their ,uinior year» This test is 
given five times daring the year. Ncnruiliy t;ii:3' test is given auring the 
months of October, December, February, April and July» 

Please note: DZADLEU for registration is about six v;eek3 before the test 
date* 

Test dates this year 



Jiegistration Deadlines — 

Cost ocnool Cod-j: Lunbor 42007420 

Students plannin?^ to attend an out of state colieje may be required the 
Scholastic Aptitude Tost (.jAT)» 

Test the coIIgto your choice roquirc^: 

Test dates -?r iho 3^7 tei't tnlo year 



-lef^istration ')o';aLlne:i 



Cost >c:V' - ''J'; -lumber u2] 

Students ! -irLnm'-^ • > nnl tr-, .ni'it^r^.* jcrvice. should take the Military 
Cccu'^'.ti. . r.'o during tholr rS'inior year. There is NO cost for 

this test, .iiacior'/ l'-i\r.^rz *- > .i* -. vno a vocational-technical school or 
to entor orrr*^. oymon*. :' ''L'n. .nr r;r'iju'tt. oh^'ild t.\kc the General Aptitude 
Test Matter/ (GW ) our nr \)rir hirilo^^ senior year. There is NO cost 
for thr:, -.0,5 
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Many sourcos of I'lnanci-.i! aid ire :'.Vv'ii!'^bie ::.o Jt/adenLS olanning t^o attend 
c post cec mdar,^ ':;ch3o:» jzart :,jlanninf this year. This book contains a 
3ecoijn m scholarshl ^3 ana financial aids. Jee a counselor for more spe- 
cific InforTOticn. 

!!an;/' Liiries you ',;Lii be ^.oKed to furnish a Lranscri^^t (a copy of your school 
record) to :in emoloyer, the, militai^^/, or a school. This is the v;ay to obtain 
a transcript: 



Should you v/ish to obtain Information concerning a school, a sample letter 
is enclosed. 

During your senior year you ai*e encouraged to visit the college or school 
in '.;hich you have an interest. This is the school policy regarding these 
visitations: 



Consider the various types of information that would be of interest to 
emoloyers, the military, or schools and cT)lleges. 




200 Ninth Street, N.E* 
Watertown, South Dakota 
December 10, 1 9 

Director of Admissions 

Name of College (or Vocational School) 

City, State, Zip 

Dear Sir: 

I am a student at Watertown High School and expect to graduate in 
June 19 • I, am interested in your school and would appreciate 
receiving a btilletin of information and the necessaiy forms for filing 
an application for admission. I am considerin g 
as ny major field of study. 

Sincerely yours, 

(your signatxure) 

(if letter is typed, type 
your name here; 



Paragraph 2 (if needed) 

Also please send application blanks needed in applying for: 
1. Scholarships 

2» National Direct student loans 
3» Part time employment 
4# Educational opportunity grants 
5* Federally Insured Bank Loan 

(You may only want one of the above listed)* 

Sincerely yours, 

(your signature) 

(if letter is tvped, type 
your name here) 
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Charting your post-graduatson plans 



Althjur;n the olans of peonle in any hi^h school graduating class 
v;LH vir-r v;idcly, the Immediate future for the majority of the graduates 
Mill cnc )moa33 four ^^eneral areas: college, vocational-technical school, 
job ent.r\', and military service. 

To fit into any of these categories, pereonal information must be 
available, tests must be taken, and, for continued education, financial 
arrangements must be made. On the follov/ing oages is a checklist for 
each category. 



77 



College and University Scholarship 
and Financial Aid Information 
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Every year raai^ high school graduates do not go on to college becaxise 
of "financial hardships*" Although these students have a strong desire to 
go to college, many of them do not so much as fill out an application form 
because they feel financing would be too much of a burden. 

If you feel that you are one of these students, wly not consider the 
following before making a final decision? 

Scholarships are often awarded to "deserving students," But what many 
students are not aware of is the fact that a great number of scholarships 
need to be applied for . 

Applications for scholarships should be submitted during the first se- 
mester of the high school senior year. Since most scholarships are granted 
by March 15, it is to the student's advantage to apply in December or January, 

New scholarships are constantly made available by interested persons and 
organizations • 

To apply for a scholarship obtain an application blank by writing to the 
Financial Aids Office at the school (s) of your choice. 

To be considered for financial assistance other than through scholar^ 
ships, a student must: 

• Take the American College Test (ACT) in the junior or senior year, 

• Have his or her parents file a Family Financial Statement with the 
American College Testing Program. 

• Receive the recommendation of his principal, counselor or super- 
intendent* 

• In special fields of study, meet the eligibility established by 
the college or department. 

, Submit an application for financial aid properly marked for the type 
or types of assistance for which you ar(i applying by March 1« 



63 

78 



• Feaerslly Insured 3anK Loans. 

Amount ; Undergraduates may borrow up to $2,500 a year from a 
local lender (banks, savings and loan associations, and credit 
unions ) • 

Interest ; No loan will bear more than 7 per cent simple interest. 
Interest begins at the time of the loan* For a student who qual- 
ifies under federal law, the federal government will pay the 7 
per cent interest while the student is in school. 

Repayment : Repayment begins between 9 and 12 months after grad- 
uation or withdrawal. The minimum repayment is $30 per month, 

• Student Employment Opportunities, 

A large number of students may earn part of their expenses through 
the work-study program. 

For students not eligible under the work-study program, most colleges 
and universities maintain an employment service listing jobs boch 
on and off campus. 

• National Direct Student Loan* 

Amount ; Undergraduates may borrow up to $1,000 in a school year 
and up to $5,000 for undergraduate work. 

Interest ; Intere^ on the loan is 3 per cent per year on the 
unpaid balance, ? begins 9 months after graduation. 

Repayment ; thn ond of one year after graduation, repayments 

wLth mterost :''rrv ; be made quarterly and may be extended over 
10 ye-irs, except that the institution mny require a repayment of 
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Cancellation ; Teachers of hondicaoped students and of disadvantaged 
students as well as law enforcement graduates may cancel 100 oer cent 
of this loan. 

Payments may be deferred for 3 years during membership in VISTA, i.'"e 
Peace Corps, or the military service. Payments are also deferred for 
graduate work. 

• Vocational Rehabilitation 

• Service to Visually Handicapped 

• Social Security 

• Veterans Administration - War Orphan Assistance 

• Educational Opportunity Grants 

Amount ; Grants range from $200 to $1,500 but can be no more than one 
half the total assistance given a student. The grant must be matched 
by the other aid (for example, matched with a scholarship loan or job). 

Interest : None 

R epayment ; None 

Renewal: Grants may be obtained up to U years provided a student 

retains his need for the grant and reapplies by March 1 of each year. 

It is recommenc'od that you contact your counselor for latest information. 
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These are ny plans follovdng graduation: 



Pill in the information that applies 
College 

ACT Test Complete d 

SAT Test Completed 



Financial Application Due 



Scholarship Information Due^ 
Entrance Application Sent 
Transcript Requeste d 

Social Security No> 

Class Rank 

Costs 

Room ard Boar d 
Tuition 



Dues and Fees^ 
Books 



Trans port at ion__ 
Miscellaneous^ 
Military 

GATB Test Completed 



Military Aptitude Test^ 
Social Security No> 
Birth Certificate 



to you. 

Job Entry 

Social Security No.^ 
GATB Test Completed 



Etapli^ment Secxirity Reg# 
Birth Certificate 
Resume' 

Vocatlonal-Technical School 
QAIB Tbst Completed 



Transcript Requested 



Entrance Applicatio n 
Sen t 

Social Sectirity No> ^ 
Financial Aid Information 

Requeste d 

Costs 

Room and Boar d 
Tuition 



Dues and Fees^ 
Books 



Trans por tat ion^ 
Miscellaneous 
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Insurance 



"Insurance** is a word that has different meanings to di'^ferent 
people in different situations, depending upon the present need for 
coverage. But it always implies financial protection against some 
kind of loss. 

The various kinds of insurance include fire, casualty, auto- 
mobile, household, life, accident, health or hospitalization, income 
protection or disability, group life or health, and marine. 

Most of the kinds of insurance that apply to personal use are 
outlined here. 

• Ordinary or Whole Life - provides insurance for life, it is 
the basic form of "permanent" life insurance. Most other types of 
life insurance, such as policies where payment is limited to a specific 
number of years, are a form of ordinary life insurance. It is usually 
issued in amounts of $1,000 or more from ages 0 to 60 or beyond, de- 
pending upon the company. It is used as financial protection against 
premature death, and as a means of saving money for future emergencies 
and lor retirement. That is, it builds "cash values" which the policy- 
owner may borrow against during the life of the polipy, or receive in 
payments or as a lump sum when the plan is terminated. Ordinary life 
insurance is used for all types of business and personal needs. 

• Terra Life Insurance - Term insurance provides life insurance 
only during the period of premium payment. It usually reduces in value 
each year, and has no cash or other lasting values. However, "level" 
term iiisvrance, where the death benefit remains constant, is also availa- 
ble and some companies have term insurance plans thaL uuild some perma- 
nent value. Reducing term insurance is often purchased to provide cover- 
age equal to the mortgage on a house, business, or other property. It 

is also used to provide substantial amounts of low cost insurance pro- 
tection on the breadwinner while the family is growing up. It is often 
used by businesses and corporations to provide large amounts of life 
insurance coverage for key people. Host term insurance can be converted 
to some kind of permanent coverage. 
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• Jlndowment - Pays a specific sum of money to the policyholder 
at a specified date. For example, a $10,000 policy that endows 
in 20 years will pay the policyholder $10,000 twenty years from 
the date of purchase if he pays the premiums. Since it is one of 
the forms of life insurance, it will pay the face or endowment 
amount to a beneficiary if the policyholder dies prematurely. 

• Group Life and Health - A group of persons, usually employees 
of a business or public institution or members of an association, 
can buy life and health insurance under one master policy. Iftider 
this arrangement, the insurance company must usually accept all 
members of the group regardless of age or condition of health. 
Group life insurance is usually term, provided at a very low cost. 
The healuh insurance pays all or part of the cost of hospitalization, 
surgery, or related medical care. An employer usually pays a portion 
of tne cost of a group insurance plan. When an irdividual leaves th** 
group he is associated with he usually has the option of converting 
his insurance to a private plan. 

• Health or Hospitalization - Pays all or part of the cost of 
hospital room and board, surgery, doctor calls, and miscellaneous 
medical expenses. There is a limit written into the policy stating 
the maximum that will be paid for the covered services. A major 
medical policy can be purchased separately or in conjunction with 

a basic hospital policy. This will provide funds for health care 
services up to a specified amount, such as $10,000 or $25,000. 
. Accident Insurance - Provides a specified sum of money for 
injuries and for treatment of these injuries. Often pays a stipu- 
lated amount for loss of life or for loss of limbs or eyesight. 
. Income Protection or disability - Pays a set amoimt for a 
specified period of time when the insured is unable to perform 
his usual work due to illness or accident. Payment begins at once 
or some time nfter disability begins, depending upon ne plan that 
was selected by the insured. 

• Marine Insurance - Covers ships v. nd their cargoes. Inland 
marine insurance has broad application, and covers small boats, 
snowmobiles and miscellaneouG vehicles, and even furs and jewelry. 




Automobile Insurance 



The autonobile policy contains thousands of words to cover everj' 
type of situation which might occur. The policy contains three basic 
parts: Insuring Agreements, Exclusions, and Conditions. 

Insuring Agreements state just what the insuring company will do 
for the insured under each coverage he carries. 

Exclusions tell just wnat the policy will not do, or in what situ- 
ations the coverage will not apply, iixclusions were once called the 
"fine print," and some believed they were designed to take away coverage 
that was given to them in large print. However, exclusions are usually 
printed in the same type as the rest of the policy and they are accepted 
as standard safeguards against situations for which the policy was not 
intended to provide protection. Without these safeguards, insiurance 
costs would be prohibitive. 

CorKiitions outline what the insured must do in certain instances. 
They lay down the basic "ground rules" under which the policy will operate. 

Coverages 

. Liability - Bodily injury and property damage liability 
insurance protects you if you are involved in an auto 
accident in which another person is injured or killed, 
or in which the property of someone else is damaged. 

. Collision - Collision coverage pays for repairs to your 
car when the damage is caused by collision with another 
car or object or by upsetting. 

. Medical Expense - Regardless of fault, this coverage 
pays doctor, dental, surgical^ hospital, and other 
medical bills for injuries sustained by you, other 
members of your family, and guests while riding in 
your car, uo to coverage limits. 



ERLC 



o9 

N5 



• Comprehensive, Fire A Theft - Covers loss or damage 

to your car from virtually every cause, except collision 
or upset and normal wear and tear. A few examples of 
this kind of coverage are damage from fire, storms, 
falling trees or other objects, glass breakage, wild 
or domestic animals, and flood* 

• lAiinsured Motorists - If you or members of your family 
are injured in an auto accident caused }jy a negligent 
uninsured motorist or a hit-and-rur driver, chances are 
you will not be able to collect anything from that driver. 
Ttds kind of coverage pays what you are legally entitled 
to receive for bodily injuries up to the limts specified 
in the financial responsibility laws* 

• Towing and Boad Service - Reimburses a reasonable amount 
for towing your car to a garage or for labor costs per* 
formed at the place your car becomes disabled* 

• Death, Dismembeiment, and Disability - Pays a specified 
sum of money, like life insurance, if you are killed in 
an auto accident, or if you lose ^esight or Unto* Pays 
a specified amount for certain fractures, and a weekly 
amount for disability caused by an auto accident. 



• Additional Expense Coverage - Pays a specified daily 
ajQOunt while collision damage to your car is being 
repaired. Often pays such expenses as meals, car 
rental, motel, and phone calls. 
Auto insurance policies have become veiy bi^oad, and can include cover- 
ages not directly or only indirectly associated with driving. Some of these 
coverages follow: 



Family and Residence Liability - Covers you a^ni your 
family living with you with protection against liability 
claims resulting from almost ai\y personal act. Covers for 
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injuries received by vis it ore to your property, for accidents 
caused by your children, pets, or other animals, and by your 
participation in sports such as hunting, fishing, or golfing. 
Provides reasonable medical payments* 

Credit Card Forgery - Provides coverage against forgeries in 
connection with your credit cards, checkSf and loss from ac- 
ceptance of counterfeit money. 
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Homeowners PacKage Policy 



This type of coverage is given several names, such as fire r.nd 
casualty or extended coverage, but it protects your home and possessions 
against nearly every conceivable loss. 

The New York Standard Fire Policy has been adopted in most of the 
states, and is recognized as the basis for all American fire Insurance. 

Protection afforded by the Standard Fire Policy includes fire, 
lightning, and removal of property from premise? endangered by the perils 
insured against. Id is a "named peril" policy; that is, it covers only 
the perils set forth and named in the contract, subject to exclusions 
and limitations. Loss settlement is usually based on actual cash value - 
replacement cost less depreciation. 

Fire, as a covered peril, must be "hostile" and there must be actual 
ignition. As long as a fire serves a useful purpose and remains in the 
place or container in which it was intended to remain it is termed a 
"friendly" fire. 

Sven though the ciiance of fire loss is only one in a hundred, lending 
institutions require fire insurance to protect both themselves and their 
customers. 

Sxteraded coverage goes beyond fire damage and includes damage or loss 
caused by lightning, windstorms, hail, explosions, aircraft, smoke, vehicles, 
collapse, falling objects, breakage of glass. weigh+ of xce, snow, or sleet, 
accidental discharge, leakage or overflow, freezing, olfectrical damage, riot 
or civil commotion, theft, and damage done by burgulars. 

Most homeowner policies include personal and family liability protectioi;. 
Special ainouiibs for certain property, such as money and coin collections, 
securities, stamp collections, furs and jev/elry, and sporting goods can be 
included in most policies. 

Since there is about a 50 percent chance that a homeowner will die 
before his home is clear of debt, most companies will issue a companion 
"mortgage insurance" policy, actually a term life insurance policy, to 
pay off the home in the event of death. Many companies also write disability 
insurance coverage on the homeowner, so that a portion of his income will 
continue if he becomes disabled. 



Actual Cash Value 



Ad.lustor 



Agent I General 



Agent, Local 



Appraise r 



Assessment 



Broker 



Claim 



C oncurrent Insuranc e 



^yridend 

Double Indemnity 
Endorsement 

Face AnHDunt 
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Insurance Terminology 

Cost of replacement, less depreciation. 

One who determines the liability of the 
insurance company after a loss covered 
by insurance. 

Company representative in a large territory, 
who supervises the company's business within 
that territory. 

Replies entative of a company Who makes 
contacts with insurable persons, and writes 
policies. 

One whose function it is to determine the 
present value of property. 

Additional premium, in the event that the 
amoxint of the premium previously collected 
is not sufficient to pay losses and expenses. 

An individual or organization acting as a 
representative of the insured and the 
insurer in writing insurance contracts. 

The petition or suit of an individual or 
corporation to recover for a loss which may 
come within the terms of a policy contract. 

TVo or more insurance policies which cover 
the i,ame interest in an identical property 
to the same extent. 

A refund to a policyholder of a part of his 
premiiOTi not needed to pay his share of the 
losses and expenses of the company. 

A Slim equal to twice the face amount of an 
insurance policy. 

A supplementary agreement attached to an 
insurance policy for the purpose of changing 
its conditions, or altering its coverage. 

The amount stated in the policy as^the limit 
of the insurance company's liabil^Ky. 

To compensate Tor ]oss actually sustained. 
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Insurance 



Inventory 
Larceny 
Legal Reserve 

Liability 
Liability Limits 

Medical Benefits 

Merii Rating 

Moral Hazard 

Mutual Instirance 
Company 

Nonassessable Policy 

Other Insurance Clause 

Policyholder 
Possession 



The contrac relation:: hip which exists 
when one party, in consiaerrxL^on cf a fixed 
sum, a^Trees to x'cimburse another for a loss 
which may be caused in the future by aesig- 
nated hazards • The term assurance , common 
in :::ngiand, ir> ^enc rally c ns^dert^a identical 
with insurance* 

A list of all articles involved, with -^ozts 
or valuation. 

Unlawful making of tno oersonal property of 
another. 

Amount of money which tne law recuixres an 
insurance r-^.r^rany to hold in readiness to pay 
claiCiS. 

Any legally enforceable obligation. 

The sum or sums beyond which a liability 
insurance compan;;'' does not protect the 
insured in any particular policy. 

Payment of ex onses of r:,^dical care necessi- 
tated by jnjorico svJ'ierjd from insured 
hazaros. 

A reducticr or prernxun: allowed a particular 
insured because of gcocl record. 

Possibility o.: Logs being caused by dis~ 
honesty or carelescncoc. 

An incorr>.rs^^cct i:^>uror winho')^ capital 
>tock. 

*An irAsai.':^n''"j con-^ract under the toCTtis of 
which the ir^ur^d not bo called upon 
for an^' contributio:\ odditior to >iis 
premium. 

y 

Pr:^v^5zon :;t:!ting wh.:;l i.: be done in 
the event that anoihc^ c, ntract embraces 
tne aame :r Dorty .>T»/i hr^c.aro. 

One to whom an iiLur'./xe ck IIc,/ h'';^ been 
granted. 

The vt^hi to hoid coptrr.I .•reooruy in 
qu3S*"L'^r;. Ihl:. rr ' ncccor-arriy im:/Ly 

owner'jl'ii;;* 



Premium 



ix\C" nroteciion. 



Principal 



Principal Sum 



Property Damage 
liiablllty Insurance 

Property Insurance 



Public Liability 
Insurance 



Rate 

Rating Bureau 
Reinsurance 

Risk 

Stated Lijttit 
Waiver 



The party w'hose action, honesty, or 
responsibility is to be guaranteed. 

Amount a health and accident policy 
will pay in case of death, exclusive 
of double ii;demnity, etc. 

Protection agaijist liability for 
damage to the property of others. 

Protection which is concerned with 
loss to property. 

Any form of coverage which protects 
the insured against claims based upon 
personal injury. 

The agreed factor in determining an 
insurance premium. 

An organization which inspects properties 
and hazards and publishes insurance rates • 

An agreenent by which one insuring company 
reinsures its risk with another insuring 
company known as the reinsurer. 

Possible danger of injury; or the thing 
• insured. 

FiSced amounts in a policy beyond which 
the .insuring company will not be liable 
in the event of a claim. 

Conscious surrender of a right that is known 
to exist. 
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Taxes and financial 



The forms on the following pages represent the taxing and banking 
situations that nearly all people encounter in their adult life. They 
are coded A through L for reference purposes. 



A* Employee's Withholding Allowance Certificate. 
Determines the number of allowances you can 
claim xor federal tax withholding purposes. 
Estimates itemized deductions for the year 
based on salary and on whether employee is 
single, married with spouse not working, or 
married with both husband and wife working. 

B. Form W-4, Employee's Withholding Allowance 

Certificate. Certificate for income tax with- 
holding purposes that lists the total number 
of allowances claimed, plus any additional 
amount the employee is having withhheld from 
his pay check. 

G. Form W-4E, Exemption from Withholding of 
Federal Income Tax. For use by employees 
who had no tax liability during the past 
year, and who expect to have none during 
the current year. 

D. Form W-2, Wage and Tax Statement. Issued 
by employers to employees, with one copy 
to be filed with Federal income tax return. 
Lists wages and other compensation paid 
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during the :'*j:ir, Fodera' income i.'iliiheld, 
and PICA em-)l v^?e tax v;ithheld* F.^ur copies 
of the M-2 form are made* 

% Z. Short Form lOi+OA, U. 3# Individual Income Tax 

Return. An abbreviated tax return form for 
taxpayers v;ho do not vjish to itemize deductions* 

F# Form 1040, U# 3* Individual Income Tax Return^ 
A detailed tax return form* 

G* Form lOi+0, Schediu.es A and B. Itemized de^ 
ductions and dividend and interest income* 

H# Personal Property Tax Return^ State of South 
Dakota list of taxable property* 

1. Information for opening a bank checking 
account* 

J. Sample check with record keeping stub* \ 

\ 

K* Sample bank account deposit slip* 

L* Sample Personal bank promissory loan 
note* 
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Employee's Withholding Allowance Certificate 

The explanatory, material below will help you determine your correct number of withholding 
allowances, and will indicate whether you should complete the new Form W-4 

How Many Withholding Allowances May You Claim? 

Please use the schedule below to deicmine the number of allowances >ou may claim for tax withholding purposes. 
In determining the number, keep in mind these points. If you are single and hold more than one job, you may not claim the 
Same allowances with more than one employer at the same time; If you are married and both you and your wife or husband 
are employed, you may not claim the same allowances with your employers at the same time A nonresiden* alien other 
than a resident of Canada, Mexico or Puerto Rico may claim only one personal allowance. 

Figure Your Total Withholding Allowances Below 

(a) Allowance for yourself — enter 1 ..... . . 

(b) Allowance for your wife (husband) — enter 1 ..... 

(c) Allowance for your age — if 65 or over — enter 1 . . ...... 

(d) Allowance for your wife's (husband's) age — if 65 or over — enter 1 . 

(e) Allowance for blindness (yourself) — enter 1 ... > 1 

(f) Allowance for blindness (wife or husband) — -enter 1 

(g) Aliowance(s) for Jependent(s) — you are entitled to claim a'^ allowance for each dependent you will be able 

to claim on your Federal 'ncome tax return. Dc not inclUvJt? ycurself or your wife (husband)* . . . . 

(h) Special withholding allowance — if you have Only One job. and do not have a wife or husband who works — 

enter 1 , , . . . . . . ..... ....... 

(i) Total — add lines (a) through (h) above .... . . ... . .^ .> 

If you do not p'an to ttemtze deductions on your income tax return, enter the number showr? on Itne 0) on 

line I. Form below Skip itnes 0) and (k). 

(j) Allowance(s) for itemized deductions — If you do p'an to iten^ize deductions on your income tax reldrn, enter | 

the number from line 5 of worksheet on back . , , ......... j 

(k) Total — add lines (i) and (j) above Enter here and on line 1. Form W-4 below ' 

*lf you are in doubt as to whom you nay cldirr ds a dependent, see the instructions which came with your last Federal mcome tax return 
or dll your local InternQl Revenue Serv cf» off ce 

See Table and Worksheet on Back if You Plan to itemize Your Deductions 

Completing New Form W-4 

If you find thci you are entitled to one or more allowances in addition to those wnich you are now claiming, please 
increase you' number of allowances by completirg the form below and filing with your employer. If the number of allowances 
you previously claimed decreases,, you rnu^t file j ne// Fc^rm W-4 within 10 days. (Should you expect to owe more tax than 
will D» withheld, you may u ^' the same forni to increase >cur withholding by claiming fewer or "0 ' allowances on line 1 or 
by asking for additional wuhholding on line 2 or both ) 
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What If You Itemize Deductions? 

If you expect to itemize deductions on your income tax return, you may be entitled to claim one or more additional 
withholding allowances on Ime (\} on page 1 You may claim one additional withholding allowance for each $750, or fraction 
of $750, by which you expect your itemized deductions for the year to exceed the amounts shown in columns (A), (B), or 
(C) below 



Cstimted 
salaries and 
wages 


Single 
employees 
(vtfith one fob) 

(A) 


Married eiTiployees 
with one |ob 
(wife or husband 
is not worfcinfO 

(B) 


Mamad amployaa'a (botti 
husband and wife vMrtdnii^ 
and ampkiyMS wortdnf In 
mora tfian ona Job 

(C) 


Under $8,000 . 


. . . $1,700 . . . 


$1,700 . 


. . . , $1,700 


$8,000—10,000 


. . . 1,800 . . . 


1.^00 . . . 


. . ^ 2,000 


10,000—12,000 . . . 


2,200 . 


. . 2,200 . . 


. . , . 2.700 


12,000—15.000 . . . 


2,400 . . . 


2,400 . . 


2700 


15,000—20,000 . . 


2,400 . . 


?,400 . 


3.300 


20.000—25,000 


. . . 2,400 


2,400 . . . 


. . . . 4.000 


25,000—30.000 . 


. . . . 2,000 . . 


2,400 . . . 


4,900 


30,000—35.000 . . 


. . 3,800 . . . 


. . 2,400 . 


5.900 


35,000—40.000 . 


4,900 


2,700 .. . 


6.900 


40,000 — 45.000 . . 


6,400 . . 


3.500 . . . 


7.900 


45,000—50,000^ 


. . 7.900 . . . 


. . 4,500 . . . 


9.100 



' If yoor annu:i; Sdla-y or wages cxtet^^s >jO,LX U y u «tm, .i., j m .kIJ ♦i.^n.n v<tf''inidirig t«lLt*<.incp *or each $750 or fr«»ct)On of $750, by which 
yoor Expected item /ed deductions will exceed the tollowi iK A sina;!(f employee wiih one |0^ — 19 percent of annual salary or waijas, A marrl«d 
employee wtth one |0t> whose wife or husband is not «A(Orking- 13 percent of annual salary or wages, A niar*^d employee whose wife or husband Ik 
alio working, or «n employee who hoids more than one job — 2'^ percent of the combined or total annual salary o. ^ages. 



Determining Withholding Allowances For Itemized Deductions 

The worksheet be'ow will be helpful to you in determfnmg whether your expected itemized deductions entitle you to 
claim one or more additional withholding allowances, 

^ Worksheet ^ _ 

1 Total estimated annual salary or wages (from all sources) j 1 ! $ 

2 Total expected itemized deductions for the year . . . _ . - 

3 Appropriate amount from column (A), (B), (C) or footnote 1, abov^ . ^ 

4 Balance. Subtract line 3 from ime 2 (If "0" or lesr.. you are not ortitie * dditional allow* 

ance(s) for itemized deductions) ....... _ — ? 

5 If the amount on line 4 is: 



Enter on Enter on Enter on 

Between line 5 Between line 5 Between fine 5 

$0— $75C . . 1 $2.251--$3,0O0 4 J-I.JiOJ ->$L.2hO 7 

751—1,500 2 3.001— 3,750 5 5.25]— 6,000 8 

1.501—2.250 . 3 3.751— 4.500 6 6,001— 6.750 . 9 



Note: If the amount on Ime 4 »f. over $6,750 you ge^ C a//owances, pfus I a/fowarioc for each 
$750 or fractfon thereof by which the amcunt on itne 4 exceeds $6,750. tf the ba/« 
ance on tme ^ /s less than "0," you rray be having too ttttle tax withheld You can gen- 
erally avoid t.^by damning one lesi^ allowance (than the total number to which you are 
entitled) for each $75C by which the tsttmated deductions on hne 2 are »ess than the 
arvount on hne 3 
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Form W**4 
(Re^ Aug 1^72) 
OfM^m«ot of the Tf«»ur> 
Intffn*' Revenue Service 



Employee's Withholding Allowance Certificate 

(This certlftcate is for income lax wtttiholdlng purposes 
only: it will remain in effect until you change it) 



Type or pnrt your full name 

Hoini? jddress (Number and street or rureJ route) 

C.t, or town State and ZIP code 



Your social security numlMr 



Marital status 

□ Single n Married 

(If married but legally separated, or wife 
(husband) is a nonresident alien, check the 

single block.) 



1 Total number of allowances you are claiming 

2 Addttionai .imount, if any, you warit deducted from each pay (if your employer agrees) 



ceft.fy th3t tr, the best of my knowledge and belief, tha numbar of withholding allowances claimad on this cartificau does no! axcaad 

! .imocf to A^.^h I am entitled 



SItnature ^ 



Data^ ........ ... , It 



C 



Form 



W-4E 



Oepertaifnt of the Trfasur> 
Internal RtMnut Servica 



Type or print full nar^a 

Home address {Number and Street) 
Oty, State, and ZIP Code 



Exemption From Withholding 

(of Federal Income Tax) 

For use by employees who Incurred no tax llablllt) 
In 1971 and anticipate no tax HaNlfty for 1972 


11®72 

(Rev 1-72) 


j Social Sacunty Number 

i 


Cxpiratloii date (see in* 
structiont and antar data) 



Employee. — VHe this certificate v'»th your employer 
Otherwise he must withhold Federal income tax from 
your wages. 

Employer. — Keep ttiis cortificafe with your records. 
This certificate may be v^^k^ instead of Form W-4 by 
those employees qualifiv%4 to claim me examption. 



Employee's certification. — Unde penalties of perjury. I certify that I 
incu/red no liability for Federal income tax for 1971 and that I anticipate 
that I will incur no liability for Federal income tax for 1972. 

-(Signature) " 



(Date) 



er|c 
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WAGE AND TAX STATEMENT 



Eknployers are required to file FORM W-2 for each employee with the 
Internal Revenue: Service (lRS)# Examples of this form are included on 
this page and on the following page# 

Copy A — For Internal Revenue Service Center 
Copy B — To be filed with employee's tax return 
Copy C — For employee's records 
Copy D ~ For employer 



WAGE AND TAX STATEMENT <[|^Y2 



Tyft or pM EMPLOYES kMHIcitiMi Mwibtr, iiMit, and iddrtss abowt. Copy A — For internal Revenue Se rvice Center 



rcBOML mam m tmmmm 


SOCML SCCuniT INFOMATKm 


r — - ' — 




pti4 MkfKl to 
ftilfttoWliW ia 1972 ^ 


OdMr ctwf wotiow 

mid imrnz * 


FiCA Mi9l«yM 


Total FiCA wages 
paid in 1972 * 




OmjOYETS lociai SMwrity number ► | 

Typ« or print EMPLOYETS nam* and addfWt (indudlnc ZIP cod«) abov*. 


' Includes tips reported by employee. Amount is before payroll 
deductfons or sick pay exclusion. 

'Report salary or other employee compensation which w«s not 
subject to withholding. See Circular E. Farmers, see Circular A. 

* The social security (PICA) rate of 5 2% includes .6% for Hot- 
pitil Insurance Benefits and 4.€% for old-age. survivors, and di»> 
aoiiity insurance. 

* Includes tips reported by employee. 


Uncollected Rmptoyea Tax on Tips $ 



FORM W-2 D.p.rtmMt of th* TrMMiy, lntam.1 R«v«<u« S«rvlc. OIPLOYER: S.« .rtstructlon. on back of copy O. 



WAGE AND TAX STATEMENT 'fid 



Type or print EMPLOYER'S identlficJtion number, name, and address above. 



Copy B — ^To be filed with employee's t?x return 



FEOEIML INCOME TAX INFORMAnON 



soaAL sECumn informatioh 



lax 



Wagai paid subiact to 
iKilMleldtnf in 1972 > 



EMPLOYEE'S social security number I 



Otiiar compansatiof) 
paid in 1972 * 



FiCA amployaa 
tax withbald < 



Total FICA wac«t 
paid in 1972 * 



* Includes tips reported by employee. Amount is t>efore payroll 
deductions or sick pay exclusion. 

t Add this item to wages in figuring the an^ount to be reported 
at wage)! and s>ilaries on your income tax return. 

'The social security (FiCA) rate of 5.2% includes .6% for Hos- 
pital Insurance Benefits and 4.6% for old-age, survivors, and dis- 
ability insurance. 

^ Includes tips reported by employee. 



Type or print CMPLOYJEE'S name and address (including ZIP code) above. 



Uncollected Employee Tax on Tips .. $ 



roHM W-2 Departme«it of the TrMsury, Internal Revenue Service 
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The W;GJ \:id TM{ 3T\TJ:1111: is :)eriodicaily u xiat.ou. r.avijr?d co .■les 
ccn be obcained in any post Office. 



WAGE AND TAX STATEMENT 



Typt Of print EMPLOYER'S idenhfication number, name, and ad<lfes$ abow. Copy C — For employee's records 



FEOCRM. INCOME TAX INFOMiATtON 


SOCIAL SECumnr information 




F«4«rsi inct«M tu 
wtthMd 


Wa|«s p«itf sttkjact to 
wittiholding in 1972 * 


(Mm CMiptnsatian 

paid in 1972 * 


tu withlwld ' 


Total FICA wages 
paid in 1972 * 




! EMPLOYCTS social security number ^ } 

I 

1 


' Includes tips repoited by employee. Amount is before payroll 

deductions or s<ck oay exclusion. 

1 Md tMs ttsn to WHM ill fif uriai tile mmmA to km wpwttd at vafaa aad 
ularitt a« laar incona tai ratuni. 

» Jif social sacunty (FtCA) rata of 5.2% includos .6% for Hotpital laawanca 
lanarits and 4.6% for oid-afa, sunnvars, and disakility insuranca. 

* inclvdts tips rvporttd by omployaa. If your wages waro subjact to social 
tacunty taias, but ara not shoam. tbata wagoi ara tha samo at wagH sImmi aadar 

"Fadaral Incoma Tox Information." but not more than tha maiiiMim amouat 

subicct to FiCA tax 


Typ« or print EMPLOYEE'S namo and addross (inctudinc ZIP coda) abova. 


Uncollected Employee Tax on Tips . $ 



FORM 2 Department of tha Traaauryp Intamal Itevanue Swvica 




WAGE AND TAX STATEMENT 



Type Of print F.MPLOYER S identification number, name, and address above. 



FEDERAL INCOME TAX INFORMATION 



Federal income tax 



Waces paid subtest to 
withheldini m 1972 > 



Other compensation 
raid in 1972 » 



EMPLOYEE'S social security number I 



Type or pf.nt FMPLOYEES name and adr^ress (includmf ZIP code) above 



fOf<M W— 2 Oepirtmert ol the TraaSiiry, Internal Revanua Service 



Copy D — For employer 



SOCIAL SECURITY INFORMATION 



FICA employee 
Ux withheld 3 



Total FICA weges 
paid in 1972 * 



* Includes tips reported by employee. Amount is before payroll 
deductions or sick pay exclusion 

' Repo't salary or other employee compensation which wa 5 not 
subject to withholoing. Stt Circular E Fa>mcrs. see Circular A. 

'The social security (FICA) rate of 5 2% incl'i"-!. 6% for Hos- 
pital Insurance Benefits and 4.6% for old*age, survivors, and dis- 
ability insurance, 

* Includes tips reported by employee. 



Uncollected Employee Tax on Tips 
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Short Form 1040A U.S. individual Income Tax Return 



Department of the Treasury 
inteinal Revenue Service 



1972 



5^ ^» 5t namca^a tnitia' lO-'t letu'f use firit names and middle initials c' tioth; 



Your tocial security numb«r 
(Husbtfld's, if joint rttum) 



^ P'cscnt home adJies^ 'Number and strett (irclud<ng apartment numb«r) o' rural route) 



i Wift*a mimbtr, if fttiX ril«im 



<i* City town or poV. o«fice State and ZiP code 



Ocoi- 



Ration 



Wifa's 



Filing Status— checi^ only one: 
^ 1 r • Single 

2 I j Married f.ling joint return 

3 _ ' Married filing separately i( v^ife (husband) is also filing, give 

her (his) social security number and first name here 



4 

5 



Unmarned Head of Household 

Widow(er) with dependent child (Enter year of 

death of husband (vvife) ► 19 ) 



Exemptions Regular 65 or over Blind Cnttr 
6 Yourself □ □ | ^JfS^U 

1 Wife (husband) □ □ □ j ^^•^^^^ 

8 First names of your dependent children who / ved with you 



9 Number of other dependents (from line 25) 
10 Total exemptions claimed 



Cnt«r 
niimlMr ^ 



n 



fit: 
< < 



IX Wages, salaries, tips. etc. (attach Form W-2 to front U unavailable, attach explanation) ., 
12a Duidends ( l^jSrle^'^nsuS^trs )S 12b Less Exclusion % ..... ..... . 

13 Interest income (»f over $200. use Form 1040) 

14 Total hnes 11. 12c. and 13 (Adjusted Gross Income) . 



Balance ^ 



• If line 14 is $20,000 or less and you want IRS to figure your tax, si;e instructions on page 3. 

• if line 14 IS uider $1 0.000. find tax in Tables 1-12 and enter on line 19. Skip lines 15 through 18. 

• If line 14 is $10,000 or more go to line 15. 

15 If ime 14 is $10,000 or more, enter 15% of line 14 but not more thait $2,000 ($1,000 if line 3 was checked) . 

16 Subtract line 15 from line 14 . 

17 Multiply total number of exemptions claimed on line 10 by $750 . 

18 Taxable mco.ne (subtract line 17 from line 16) . .: . . ..... 



(Figure tax on amount on line 18 using Tax Rate Schedule X. Y, or Z, and enter tax on line 19.) 




ERLC 



19 Tax. check if from 



Tax Tables 1-12. or 



Tax Rate Schedule X, Y. or Z 



20 Credit for contributions to candidates for public office (see instructions on page 5; 

21 Income tax (subtract line 20 from line 19). If less than zero, enter zero 

22 Total Federal income tax withheld (attach Form W-2 to front) . 



23 If line ?1 ts larger than line 22, enter BALANCE DUE IRS. 



Pay in full with raturn Write soctal security 
number 01 check or money order and make 
payable to internal Revenue Sarvic* 



24 If h 

>•-» 

|1 
o 



ne 22 »s larger than Ime 21, enter REFUND 
A NA.VE (b) Relationship 



I 20 

i 21 

I 22: 

1 23 

i 

i 24 



(c) Months hved in your 
horne If born or died dur- 
ing year,, wrtte B Or O, 



. ^d) Dtd de 
' pendent have 
I income of 
$750 Or more' 



re) Amount YOU ! (f) Amount furnished 



furnished for de 
pendent's support. 
If 100% write ALL, 



by OTHERS includ- 
ing dependent. 



25 Total numt)er of dependents listed in column (a). Enter here and on tine 9 . 



c E ! 

> ^ 



26 Print or type the location of your principal place of residence at end of year (not necessanly the same as your post office address). 

(j^ State '.b' County fc> Locality if you liver msr the boundaries of an incorporated j 1 \ <A) Township (see instruction* 

City, town etc., ente its name, if not. ctitck here L~J 



on page S) 



27 Enter the number of persons included on Ime 10 
who (1) are filing a return of their own; or. (2) did 
r.ot live at your principal place of residence at the 
enti of the year 



For IRS use only — Leave blank 



tt .1 t.u? 



ent: or tne year . w ^-^ - 

^^aittfs of pfriury I derlaf^ that I have examined this return, mclud x\g accompinyini? schedules and statements and to the best of my knowledga and belief 
corre-t, arj cofDpiete Oeciantion ol pfepaier (Other than taxpayer) is based on all information of which he has any knowledge 



Sign \ 
here y 



Date 



Wife s (husband $- \ Knaluie tif ti'ifg lomtly 80TH must »'gn even if only one had income' 



i^^^^US GOVERNMENT KRIsriN.. 



'Prepaier % signature 'othrr than taxpayer) 
Ad^lrass (and 2lP Code) ^ra^arer't Ciiif.' 
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Data 



F 

1040 OD 



Department of the Treatuiy / Internal Revenue Service 

Individual Income Tax Return 



For tht ytaf January l-Dtctmbe f 31. 1972. or othtr taxabt* year befftnntng 

5 



, 1972. tndtng 



-.19. 



First fi»m« and initial (It loint rtturn. um fint ntmts ind n.iddta mitttts of both) 



Last n$mt 



^ Present home iddress ^Number and stratt. including aptrtmant numbar or rural routa) 



Toyr lodal saciiri^ n 
(Hutkand's. If jaint rtteni) 



2 City. towQ or post oNica. Stata and ZIP coda 



Filing Status — ctieck only one: 

1 n Single 

2 ^ Married filing joint return (even if only one i ad income) 

3 rj Married filing separately. If wife (husband) is also 

filing give her (his) social security number and first 



Occii- 



miH'i numbar, if faint rateni 



Yamt 
Wifa'a 



ii 

V. 

a> 

JZ 
M 

E 

o 
li. 

o 

flD 
>% 

a. 



name here. 



Exemptions 

6 Yourself . . . 

7 Wife (husband). 



Regular / 65 or over / Blind Enter 

. □ □ □ jyiSTi 

□ □ □ 

8 First names of your dependent chMdren who lived with 

you 



9 Number of other dependents (from line 32) 

10 Total exemptions claimed 



4 rj Unmarried Head of Household 

5 n Widow (er) with dependent child (Enter year of death 
of husband (wife) ► 19 ) 

11 Wages, salaries, tips, and other employee compensation. „ MmMTl^^^^^^wT-^ 

12a Dividends {*^rJtZiT) ^ 12b Less exclusion $ Balance ^ 

(If gross divjdends and other distributions are over $200, list in Part I of Schedu/e B.) 

13 Interest jncome. f without listing in Schedule B"! 
Llf oyer $200, enter total and Itst in Part II of Schedule Bj * ' 

14 Income other than wages, dividends, and interest (from line 45) .: 

15 Total (add lines II, 12c, 13 and 14) x . . 

16 Adjustments to income (such as "sick pay/* moving expenses, etc. from hne 50) .: 
' 17 Subtract line 16 from line 15 (adjusted gross income) ..... v .... I 



Enter 

. number ► 



E 
o 
u 
c 



# Caution: If you have unearned income and you could 
be datmed as a dependent on your parent's return, 
see boxed instruction on page 7, under the heading 
•Tax Credits Paymcnts." Check thxs Wock □. 



/f you do not itemize deductions 
and tine 17 is under $10,000, 
find tax in Tables and enter on 
hne 18. 



11 

1^ 

14 


















_15 






16 






17 







If you itemize deductions or 
line 17 is $10,000 or more, go 
to line 51 to figure tax. 



18 Tax, check if from. 



Tax Tables l-12j_ 
Schedule D 



T ax Rate Sched ule X, Y, or Z 
Schedule G ior| | Form 4726 



c 

(0 
(/) 

c 
«> 

E 

>< 
(0 



Si 



19 


Total credits (from hne 61) . . ^: . 






20 


Income tax (subtract line 19 from line 18) . . , . 






21 


Other taxes (from line 67) 






22 


Total (add hnes 20 and 21) . .: . . 






23 


Total Federal mcome tax withheld (attach Forms W-2 










or W-2P to ♦ront) . . , . . . . , . 


23 






24 


1972 Estimated tax payments (include amount a(;owed 
as credit from 1971 return) . . . 


24 






25 


Amount paid with Form 4363, Application for Automatic Extension 










of Time to File US Individual income Tax Return < . < 


25 






26 


Other payn.ents (from hne 71) . ...... 


26 ~ 







27 Total (add lines 23.. 24, 25, and 26) 




'1 



O 

O <i g 
c o u 
o 



?8 

29 
30 
31 



If line 22 is iar>jer thdn J'^ie 27, enter BALANCE DUE iRS chackor monay order payable 

to Inttrnal Ravanua Sarvica 



If Ime 27 is larger than line 22, enter amount OVERPAID 
Line 29 to be REFUNDED TO YOU ...... 

I inQ 29 to be cred'te*'! on 1973 estimated tax 31 ! 



27 






2t 








29 








30 









Old you, at any tine during the taxable year, have any interest in or signature or other authority 
over a b.ink, securities, or other financial account in a foreign country (except in a U.S. 

m iitary banking facility operated by a U.S. financial institution)^ . .> I 

If "Yes,"' attach form 4683 (For definitions, see Form 4683 ) 

Note. Be sure to complete Revenue Sharing (lines 33 ?nd 34) on next page. 



□ Yes □ No 



O Sign 

ERIC "'^^ 



I P>r penlit«et of perjUfif ! declare thet I heve aiamined this return, mciudirtt accompanying Khcduies and stetemtnts snd to the best of my knowledga and bahef 
•t' \ true corroct inJ complete DecUr«t<on of prepaier (other thfr* taipiyer) is bSsMi on III information of which ha has irty knowledfe 

!► : . . . . 

W /.jr Date V 



Preparar's signature (other than taipayVrr 



Date 



«v > 5 -nutOe^J $• t'grature u\ \\\\r^^ jomtiy BC TH mu5t Sign even if only «ne hid income) , Address (end l\P Cod«)~ ft%f%tv*% Imp. Idant. ar 1m. Sac. Mai 



Form 1040 (1972) 



£ c 



(•) NAME 



(b) R«i*tionship 



(c) Months lived in your 
ho(n<t. If born or died 
durmg yaar, write B or 
0 



(d) Did de- 
pendent h*ve 
income of 
$750 or more? 



(e) Amount YOU 
furnished for de- 
pendent's support. 
If 100% write ALL. 



(0 Amount f umith*d 
by OTHERS inciud- 
ins dependent. 



32 Total number of dependents listed in cotumn (a). Enter here and on tine 9 



► I 



33 Print or type the location of your pnncipal place of residence at end of year (not necessarily the same as your post office address). 



« M 

3 C 

^ m 

> iS 



(i) State 



! 



(b) Coimty 



(c) Locality, if you livod inside the boundsnas of en incorpo> I I 
rated city, town, otc., enter its nsme; if not, chtck here ^ L. J 



(d) Township (iot mstntctjefit 
an pete 6) 



34 Enter the number of persons included on ime 10 
who (1) are tiling a return of their own; or, (2) 
did not live at your princlpat place of residence 
at the end of the year . ► 



For IRS Ufa only— Laava blank % 

'/a \ \ \ \ \ \ \ \ V \ \ \ % 



PART I. — Income other than Wages, Dividends, and Interest 



35 Business income (or loss) (attach Schedule C) . . . . . . < ...... 

36 Net gain (or loss) from sale or exchange of capital assets (attach Schedule D) ..... . 

37 Net gam (or loss) from Supplemental Schedule of Gains and Losses (attach Form 4797) . . 

38 Pensions and annuities* rents and royalties, partnerships, estates or trusts, etc. (attach Schedule E) 

39 Farm income (or loss) (attach Schedule F) . . . . 

40 Fully taxable pensions and annuities (not reported on Schedule E — see instructions on page 8) . 

41 50% of capital gain distributions (not reported on Schedule D) 

42 State income tax refunds (caution— 4ee instnictions on page 8) 

43 Alimony , :s 

44 Other (state nature and source) 

45 Totat (add lines 35 through 44). Enter here and on line 14 . . .... . . . . . ► 



35 



36 



37 
38 



39 



JO 
41^ 



42 



43 



45 



PART li. — Adjustments to Income 



46 




47 




48 




49 




50 





46 "Sick pay" if included in income (attach Form 2440 or other required statement) ...... 

47 Moving expense (attach Form 3903) 

48 Employee business expense (attach Form 2106 or other statement) ......... 

49 Payments as a self-employed person to a retirement plan, etc. (see Form 4848) . >: . . 

50 Total adjustments (add lines 46, 47, 48, and 49). Enter here and on line 16 . . . . . . ► 

-Tax Computation (Do not use this part if you use Tax Tables 1-12 to find your tax.) 



PART Ml. 



51 






52 




53 






54 




55 







51 Adjusted gross income (from line 17) • 

52 (2) If you itemize deductions, enter total from Schedule A, line 40 and attach Schedule A 
(b) If you do not itemize deductions, enter 15% of line 51, but do NOT enter more 

than $2,000. ($1,000 if line 3 is checked) 

53 Subtract line 52 from Ime 51 .: > ^ . 

54 Multiply total number of exemptions claimed on line 10, by $750 

55 Taxable income. Subtract <me 54 from line 53 



(Figure your tax on the amount on line 55 by using Tax Rate Schedule X, Y or Z, or if applicable, the alternative tax from Sched* 
ule D, income averaging fro m Schedule G, or maximum tax from Form 4726.) Enter tax on line 18. 

PART IV.— Credits 



56 Retirement income credit (attach Schedule R) . . . 


56 






57 






58 Foreign tax credit (attach Form 1116) ....... 

59 Credit for contributions to candidates for public office — see instructions on page 9 . . . . 


58 




59 




60 




61 Total credits (add lines 56, 57, 58. 59, and 60). Enter here and on line 19 . . . . ► 


61 






PART V.--Other Taxes 


62 Self employment tax (attach Schedule S£) . 


62 






63 




64 Mmim jm tax (see instructions on page 10). Check here □, if Form 4625 is attached .... 

65 Social secu^'ty tax on tip income not reported to employer (attach Form 4137) y . . . . 

66 Uncollected employee social security tax on tips (from Forms W-2) 

67 Total (add lines 62. 63, 64. 65, and 66). Enter here and on line 21 . . . ► 


64' 






65 






66 




67 






PART VI.— Other Payments 


68 D(cess FtCA tax withheld (two or more employers — see instructions on page 10) > . . . 

69 Credit for Federal tax on spec ai fuels, nonhighway gasoline and lubricating oil (attach Form 4136) 


68 






69 




70 






71 







ERIC 



-^iiii'ti 'J^ GovERfiMENT fRJNTiNC OfFiCE U72-0 458 273 se aeos ee? 



Schedules 

(Form 1040) 

OtfWftmtnt of the Treasury 
lr>terntl Rtvtnut Strvict 



A&B— Itemized Deductions AND 

Dividend and Interest Income 

► Attach to Form 1040. 
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ERIC 



Name(s) as shown on Form 1040 



Your social Mcurity number 



Schedule A — Itcmired Deductions (Schedule B on back) 



Medical and dental expenses (not compensated by insurance 
or otherwise) for med.cme and drugs, doctors, dentists, nurses, 
hospital care, insurance premiums for medical care, etc. 

1 One half (but not more than $150) of in- i ^" 
surance premiums for medical care. (Be 
sure to include in line 10 below) . . 

2 Medicine and drugs . . . . 

3 Enter 1% of line 17. Form 1040 .: 



4 Subtract line 3 from line 2. Enter differ- 
ence (if less than zero, enter zero) 

5 Enter balance of insurance premiums for 
medical care not entered on line 1 . . 

6 Itemize other medical and dental ex- 
penses. Include hearing aids, dentures, 
eyeglasses, transportation, etc. 



7 Total (add lines 4, 5, and 6) . . . . 

8 Enter 3% of line 17, Form 1040 . . . 

9 Subtract line 8 from line 7. Enter differ- 
ence (if less than zero, enter zero) ■.- . 

10 Total deductible medical and dental ex- 
penses (Add lines 1 and 9. Enter here 
and on line 33, below.) . . . . . ► 



* ixes. 

11 Real estate . 

12 Sta^e and local gasoline (see gas tax tables) 

13 General sales (see sales tax tables) .: . 

14 State and local income . v . . . 

15 Personal property ....... 

16 Other 



17 Total taxes (Add lines 11 through 16. 
Enter here and on lin« 34. be tow.) ► 



Contributions. — Cash — including checks, money orders* etc. 
(Itemize — see instructions on page 11 for examples.) 



18 Total cash contributions ..... 

19 Other than cash (see instructions on 
page 12 for required statement). Enter 
total for such items here . . < . < 

20 Carryover from prior years . 

21 Total contributions (Add hnes 18, 19, and 
20. Enter here and on ime 35, below.) ^ 



Interest expense. 

22 Home mortgage . 

23 Installment purchases . 

24 Other (Itemize) _ 



25 Total interest expense (Add lines 22. 
23 and 24. Enter here and on tine 36, 
below.) . . ► 



Casualty or theft lo3s(es) 

See instructions on page 12. NOTE: If 
you had more than one casualty or 
theft loss occurrence, OMIT lines 26 
through 29 and see page 12 of the 
instructions for guidance. 

26 Loss before adjustments . . . 

27 Insurance reimbursement 

28 $100 limitation 

29 Add lines 27 and 28 . . . 

30 Casualty or theft loss. (Excess of line 
26 over line 29. Enter here and on line 
37, below.) . . . . . . . . ► 



31 Child and dependent care expenses 
from Form 2441. (Enter here and on 
line 38, below.) ► 



Miscellaneous deductions for alimony, 
union dues, etc. (see instructions on 
page lo). 



32 Total miscellaneous deductions (Enter 
here ond on line 39, below.) . . . ► 



Summary of itemized Deductions 



33 Total deductible medical and dental expenses (from line 10) ........... 

34 Total taxes (from line 17) ...... 

35 Total contributions (from Ime 21) . . . . . ..... ... 

36 Total interest expense (from line 25) . .> 

37 Casualty and theft loss(es) (from Ime 30) . . . 

38 Child and dependent care expenses (from line 31) . .... 

39 Total miscellaneous deductions (from line 32^ 

40 TOTAL ITEMIZED DEDUCTIONS. (Add lines 33 through 39 Enter here and on Form 1040. line 52.) 



$100 



00 




Q 



^02 



Sch«dul«s A & B (Form 1040) 1072 



Schedule B — Dividend and Interest Income 



Name(s) as shown on Form 1040 {Oo not enter name and social security number if shown on other side) 



Your social Mcurity numter 



Dividend Income 

Note: If gross dividends (including capital gain distributions) 
and other distributions on stock are $200 or less, do not com- 
plete this part. But enter gross dividends less the sum of capital 
gain distributions and non taxable distributions, if any. on Form 
1040, line 12a (see note below). 

1 Gross dividends (including capital gam distributions) and 
other distributions on stock. (List payers and amounts — write 
(H), (W), (J), for stock held by husband, wife, or jointly) 



Part II 



_ Interest Income 

Note: If interest ts $200 or less, do not complete this part. 
But enter amount of interest received on Form 1040. line 13. 



interest includes earnings from savings and loan associations, 
mutual savings banks, cooperative banks, and credit unions 
as well as interest on bank deposits, bonds, tax refunds, etc. 
Interest also includes original issue discount on bonds and 
other evidences of indebtedness (see instructions on page 
13). (List payers and amounts) 



2 Total of line 1 .: , . , . , . 

3 Capital gam distributions (see instructions 
on page 13. Enter here and on Sched- 
ule D, line 7). See | 
note below . . i ^ 

4 Nontaxable distribu* j 
tions (see instruc* j 
tions on page 13) ' [ 




5 Total (add lines 3 and 4) , . 

6 Dividends before exclusion (subtract 
line 5 from line 2). Enter here and on 
Form 1040. line 12a . 



8 Total interest income. Enter here and 
on Form 1040, Ime 13 . . . . . . 



Note: 



ERIC 



If you received capita) gam distributions and do not need Schedule D to report any other gams or losses or to compute 
the alternative tax, do not file that schedule, instead, enter 50 percent of capital gam distributions on Form 1040, 
Ime 41. 

::^^^^US 60VCI(«mOfT fIRMTNIG Omcc 1fn-0-49e-2ai C l lS.|i1«271 



87 10.1 



HMUARV 1 IS THI LI6AL ASSUSMtNT DATI 



PERSONAL PROPERTY RETURN 



ORIGINAL 



1973 



STATE or SOUTh DAKOTA LIST OF TAXABLE PROPERTY 

MT THIS MUST BE FILLED OUT AND SIGNED BY ALL TAXPAYERS 



1973 



Tjxj.avrr- -Head of Household*' 



Wife 
str,, ». <.i HFD 

7\V N ' Phone No _ 

000$. Number Owned or Keot 
Others »n HoutchoW 

Voitran 

If Rmunp \'». u» \ Addrt-ss nf O^ntT 



Ago 
Age 



National Guard 

Vcivran V S 



Yes < • No t 



U S 
Yes . 



t'ltuen 



No . 



S.icUl SecuHt> Nurnb«r 

__-J \ 



Social Security Number 

..^1 L— 



(Name end Address) 



Sch()cl pist No 
County 



Citv or Twp. 



Reel ittele Information for Hom«t»e«d tntmpH^n 

Do you I'wn your ow n home' Yes ( ) No < 
Legal Description of where you hveT 



VALUR OF HOMCSTtAD . • • $ 
(ASStSSOR'S USt ONLY) 



1 HOmI APPLI a NCES 
AtR CONDITIOHIRS 

! ,n, ) b T IJ ( 

DCHUMIDIFIERS 



HUMIDIFIERS 
DISHWASHERS (Portable) 
CLOTHES DRYERS, Elcr : r,os . 
CLOTHES WASHERS. Comb " ~ 

ELCC .Small appliances 

FREEZERS C; Ft ~i 

KITCHEN STOVES & OVENS 

MUSICAL INSTRUMENTS 



ORGANS t -r 
PIANOS, r, ;h' 

RADIOS 

>^ f-, 
RCC PLAYERS 

REFRIGERATORS 



Chord 



(' cA'<nt t 
P iftat t 
CobinfT 
P r^Qh 



REFRIG FREEZER COmB . Cu Fr ' 
SEWING MACHINES, P rt Cot , 
SPACE HEATERS, t c Us O.I 

TELEVISION SifWs./e ~T " 



e J 



VACUUM CLEANERS. ^ r<- U£ 
TOTAL OF lUM 1 



Meke end Site 



Yr Mfr 



Cett New 



Texebie 
Value 



NON AGRICUtTURAt $ 



4 HOSBY.^ SPORTS i MiSC EQUIP 
BOATS. INB'D OUTB'D 

Of / <^ r\^rr.^ I ut 

BOAT MOTORS 

P ^ . 

CAMERAS. PROJECTORS.^ ETC 



Cot. 



A 



GARDEN TRACTORS, H P Atch 
GOLF BOWLING EQUIP 

A f. ij 



Moke end Sue 

Length ,> 



GOLF CARTS, 

POWER MOWERS I'.vh 



H f 



TYPEWRITERS. ADDING MACHINES 

SHOTGUNS RIF..ES PISTOLS. SCOPES. 
LOADING EQUIP , a v i > 

SHOP EQUIPMENT t HAND TOOLS 



SNOW BLOWERS H P 
FISHING EQUIPMENT 
OTHER :1EmS 

, . TOTAL OF 
O ITEM 4 




NON AGRICUITURAI $ 



ERIC 



HOUSEHOLD GOODS AND PERSONAL EFFECTS (Exce^ Hiom itemt ItoNd 

in Items 1 ond 4) which wohM include the followii»ff. 

Bedroom Fumithinfls Uvinf R#om Fumtofciiift 

Dining Room Furniskints Rtcreotioii Rocm Funiitliiiitt 

Kitchen Furnishings Femily Ro«m Fyrtiiikiiift 

And ony other furnishings not listed eltewkero en this tbott. 

TOTAL NUMBFR OF FINISHED ROOMS 

IN HOME (Including fiosemcnt) • ROOM 



THIS IS MY ESTIMATE OF THE FULL AND TRUE 
PRESENT L/AY VALUE OF ALL ITEMS LISTED ABOVE 

ACTUAL VALUE • $ 



TAXABLE VALUE OF ITEM 2 



Assessor's Uto Only 
NA $ 



IS THIS A MOBILE HOME? Yet ( 

Is It registered as required by law'* 
Yes < > No < ) 



) 



3. MOTOR VEHICLES, SNOWMOBILES, 
AIRCRAFT NOT LICENSED 

Body typNt 



Make 



5 



Model 



Year 



CAMPERS OR TOPPERS FOR PICKUP TRUCKS 
Make 1 Li'nftk T Width ^jjost^^ 



Year 



TOTAL OF 

ITEM 3 AG $- 



NA $^ 



S BUILDINGS AND ALL OTHER IMPROVEMENTS 
AND STRUCTURES ON LEASED SITE 
Locetiofi 

Typo C4Hist. f Capacity TYr. Built Sife~] Coet 



TOTAL OF 

ITEM IS AG $ - _- . 


NA $- 




$ 


U. MISCELLANEOUS ITEMS 


No 


New Cost 


ONLY 




Saddles 






m 

s - 


r 


Fox. Mink, Bees, Etc. 










Communication Radios 
Other 






\ 




TOTAL OF 

ITEM \6 AG $ 


NA $ . 




% 





Clossificotion Penalty % Total 

AG $ $ $ 

NA $ 

TOTALS $ . $ . , _ $ 



I IN YOUR CARE OR POSSESSION OTHER 
PROPERTY THAN YOU H<2^VE LISTED? 



YES ( 
NO « 



Give Nome 
of Owner 



Address 
of Owner. 



GRAIN - Bushels 



TOTAL tUSHELS Of GRAIN BU , GHOWN. PROOUCIO, HANDLCD OR STORCD OURiNG TMI YIAR IMMiDIATtLY 

PMCIDING PliRUARY I, ]f73; ALSO TOTAL POUNDS OF RAW MONIY LtS ; PRtCtDING PHRUARY I, }f72. 



New Construction & Improvements 



DISCRIPTION AND LOCATION OP IMPROVEMENT) AND STRUCTURES ERECTED OR PLACEO UPON 
THE FOLLOWING DESCRItED REAL ESTATE SINCE THE LAST ASSISSMENT DAY 



Ivp. 



ToUl Cost $_ 



Typo of Building 



Percent of Completion 



r» Cost lo Dale S 



Impr<"\ • pu-nts iM.ittd on 
,^nun of __________ 



Lot . 



Twp _ 
_ Block . 



_ Rango _ 



. Addition . 



Buildings Removed'' 
Yes < ) No < > 



STATEMENT (MUST RE SIGNED BY TAXPAYER) 

do «\\eAr that I mn a. ifHuli-nt of thv »f _ 



|.M - 1 - - 



. Hnd I hut niv ihjhI office addretit 

that lhi» .ih«>\*' (uniamH ,i full and »i-tr«(t Niitwtmu «f ail Miutiiur-s -oid ln)pr-.\ t nn ni^ i r**< t*-d i>r pU(^ upon n>* rr»l eMate In 
' , ,. », stri.tur.-» An,\ jmpro* fnu nu tvtt-d on it'ier u\ Nt.tt*nnn»n nuM'-t u tifiU l<. Mi» |»r<^. . d nc iv>,?snienl dnv, At\>i * fdii Am\ . Mrr»H t Mta»t«m*>nt "f all p^r>'>nal pnip^rty. 
• I |ir..|urt\ d .n <.thfr i »x >ut.nMnl«« Hiil>)fi t t.» tixatinn whuli I ni itw firm <.t whul, I am .4 niomhtr «t .»in < orp.u Mxsoiiatton n lumpnny nt whKh I *m 

, tria-Mjrtr i.r mini».ini. »i.»*iit pwntd, rl.uirtil, «,->fd ..r t tint r.dlr-d ii' t\\«lw o i |o, k M on tht- st»tuti>r.v .«s>t'MiMi -nt djo <«iHt that I h«vr not in a ly manner i^hat*' - 

.1 ^ii- -.d («r(-|). in nr |>Uii mv prnp<>rty out -if >,iid » ininty t-r m> p s-^iori, fui l»u' piirp>>»<' of .iMiidinK ao> .l^ae^•«^nf il up.»n th*- nimu, or maklnK thin utatritifnt 



Tawpayr Muat &«fln H«r« 



I RETURN ORIGINAL AND DUPLICATE TO ASSESSOR I 



POR 

ASSESSORS USE ONLY 

SC HOOL POM. - $ 



DOG TAX - $_ 



TOTAL TAXABLE VALUE OF YOUR PERSONAL FRO^ERTY 

AND fENALTY IF ANY 



GRAND TOTAL 
$ 



ASSESSOR'S NOTICE TO PROPERTY OWNERS 

)> \.- s .1 .ftt'lt f.,i>\ - f Uif livt I.r taxrfl>U> pri»p^rt> asMfsjied aKuiiiHt >ih. for thi war |««7i 1 ompUint on >our ^jm >«,mfnt may be matfr to your local Tov^nvhip. To^n 
I . Ill) ( sh,|| in. It ipfj thr- fourth MondMy ii( M»y (M«y 2H l!»7t>, and is in t vjon for «<ix da \ s Kroin aitlon of >4.ui 1<h'>»1 board you may appeal to your County 

i/.'.ti vx » ■ t rii..'s ..n til, third Tut sdMV m June iJun^ li»71) and nhall «djtmru im iHtt-i thnti^UMf (ir>t Tue<dMy in Iiil> (Julj Z. 1»73) Appeal (rom your County Board 
' tt. I ,. I!' <rd '<( I -nialiLii ion wlllmi 30 days of notut- nf the aition tak*-n b> th» <''>unty hoard und niav be takvii b> ora! announcement of your intention to appeal, 
f V |t>>,«id wr t.> writttn n-.tn r tl»»*ro.if tiled «ith the Cimnt> Auditor and a «<ip> «riu to th«' Commi«<'«l»-n* r tif Uf\fnu» I'lerrt. South Dakota, on or before thf flrtt M«n» 
M H i.t p. ird 11 .»'s i r- AuKus' T'T i .iiid i* in Ne«sion unftl Itn ilutteif are (umplt-tid Ai»p«>h)n to the Clr« uji I'ourt m »y b« taken from the County Hoard or th« 8t.»U 
ris ••,\s' tiviii thi pui,li..ition -pf thf deiliiMn of sir h hoard An appeal to eithti i 11 « 111,1 I'nurt or the State Board «ball ex\lude an appeal from the other 



(Dtput;^ AaMMor) 



MIGINAL 

1973 



THIS SECTION MUST BE FILLED OUT BY ALL FARM OWNERS AND OPERATORS 



1973 



LIVESTOCK 

~$; BROOO MARES (' ) ' 

STAUJONS ' ) 

WORK 4 SADDLE HORSES ( 

SHSTLANO PONIES (. >_ „ 

4 BUFFALO COWS, 2 Yn. A OMer 

BUFFALO BULLS, 2 Yn A OlJtr 

BUFFALO. « Mot ro 2 Yn. 
7^ COWS. 2 Yn A Up (Refr^cre^) 



10 



HEIFERS, 1 Yr. fo 2 Yn. (RegisNrerf) 

COWS (Sfr»ci(~- Mitk \ C«mm«KMl) 

i v^s A OLDER . _______ 

CATTLE, i M«t to 1 Yr 
(STEERS A HEIFERS) 

CATTLE. 2 f o 3 Yn (Hcrf»n) ~ 

1 to 2 Yn (HeiftnJ 

1 to 2 V«. (Stccn) 

CATTLE IN FEED LOTS 

(LP TO SSO L8S ) 

CATTLE IN FEED LOTS 

(8Sy LDS A UP) 

HERD SIRE (Purebrorf H«r4 Only)_ _ 
BULLS. 1 to 2 Y«. 
BULLS, 2 Yn A OMcr 

TOTAL OF ITEM 7 

HOGS. 6 Mot. A Over 

FEEDER PIGS, 3 to 6 Mot 

BUCKS OR RAMS 

SHIEP OR COATS 

I AMOS IN PEED LOTS 

CPICKENS No »i Dofen 

TURKEYS No of Dotm 

DUCKS OR GEESE No of Doicn 



Unit 
Valut 



Taxobit 
Value 



CORN LISTERS Tu.d Bar r ) 
> HoVkH Mt d < ) Pull ( ) 

CORN PLANTERS 

Cycio ( ) Plalctess I 
Mm Tiiitgc ( ) 
Fcriiiixer (1 ) 



CORN TPNDERS OR GO-DIGS 

ttuw* T^'J'*X < ^ 

CULTIVATORS Mtd < ) 

) ft <m •) Fr*nt Mtd < ) 

CULTIVATORS «<»r Mtd ( ) 

) Rows p-ront Mtd < t 



AGRICULTURAL TOOLS 
AND MACHINERY 



Six < ) 



ln»eciic(do i 



Eight I 



DISC TILLERS A ONC-WAYS ( ) Ft 

Attach Grain < ) Fert ( 

DISC. SiMf lo ( ) Ft 



DISC, Tandani I'ull Type ( 

Wheel Mtd { ) 

Ft i ) 

DRILLS, GRAIN ( ' ) Ft 



h« rt 



) SlDKlf ( 



Reg ( ) 

I !tt>i]i>lf I ) 



DRILLS, PRESS ( 



» Ft I >»^fp Flit row ( 



DRILLS, PONY PRESS A PACKER 

< _> Ft 

rcrtibxtr Att .ro^t N'evi < 
Insccttcide Att ( ost N(M < 

FEED CONCENTRATE TANK ' *p 



PEED GRINDER MIXER S<zo ( 

peed~mTll$""w~( ) 

lU^IIrr ( ) Hiirr^t ) PTO ( 
HAMMERMILLS 

IS. It ( I !»Tn < I ^17.^ 1^ 

FEEDERS. PoftjMo ~" • » 

J'" ^ J _ .''"'1'^. ' V 

PIELD CULTIVATOR ( } Ft 

DUCKTOOT OR CHISEL 
V4bf« ShanK e»C ( I Ft 



Model 
number 



Vr. 
Mfr. 



T«K«toto 
Volu* 



i- 

3 

.5- 



erIc 



n AGRICULTORML TOOLS AND MACMINIRY 
mCTORS A CAtS i C*. D.„e. 



ONj TRACTOn ~ 
ATTACHMENTS. UNI TRACTOR 
ATTACHMENTS UNI TRACTOR | 
CAO& I , A.r Cona , ) " 



COMtlNIS AND CAtS 

'*T0 , ,^ MOTOR ( ) 

CORN HEAD ( ) MlLOMtAO( )' 

Cabs > \ A<r cona < ) 

■ALI LOADIRS •..( •, , 

' ' 1 
■ALt ACCUMULATOft 

' ' >, 
rOWIR tALI WAGON 

8ALI STUKtRS • 

9AM%, 1 ) M ,1 ,r ( t 

' ^ ' •• ' I' \\ ir. iie u ) 

St L f PROPELLED * } 

CHAFF WAGON " 
CORN PirKtR. HU!»KER, SNApflR " 

MM , I I'uji ( , 

CORN PICKCR SHILLIR 

CORN SHELUK. T. j. k Mt,i i > 
It . < ) 

INSILACI •IDWIR II ; "I 

ENSILAGC UNLOADER ^ " 

ELEVATORS, Optn ChmW 

Nf(.t> r i . pT'"* ' ) 

) C«rri«f '{~" ) 



MODCL 



GDAtN DRYERS 



ELEVATORS. Au««r 



FORAGE HARVISTER 

It. « V i \f ...r I 

FOItAGE HARVESTER 

At* t< hntt'nt-i 

HAY CAGES ' ~ f» 



t It,. 



I'll k jp ( 



HAY MOWER < ' ' »; r « 

MT,t . . ^. , , \t'.| , 

HAr MOWER ' t J "r ri> J 

< ► >. , , M! f < >^ 

HAY CRUSHER 0« CONDITIONER 

HAY DUMP RAKE 

H i I 

HAY SIDE RAKE, i' r < \ 

^if't 1 . > ! 'I I > . ) 

HAY WHEEL RAKE >\* u < > 
HYDRAULIC LOADER ■ STACKER 

AT T A . Mt NTS »• , , . * , 

STAKHAhD 

STACK MOVERS . . 

SWATNER > t K«' < I 

' t < » 
SWATHER, ScHPf«^cllc4 H J 

• LADC TILLER » ' « > 

CATTLE OILERS CHUTES Vj 
rORTAiU COSIAL ^ ) 



HARROW WHEEL DRAWiAR ~ 

No o» Sec I _ ) F^ing c > 



HARROWS •* DRAGS ^ r> ^ < 
HARROW. Sveifif TmIK 

IRRIGATION PIPE Irncth r-Mmrt.r 
,\\ .11, ; » t.WiA ' ' ~~ 



< - 

8- 



IRRIGATION PUMPS H P 1 f 

I' .1*. r I rit \ t V.ilur > 

IRRIGATION SPftlNKLfR ' 

»**ANURE SPREADCRS, PTO ) 

_ N>. \\h"^ ( ) II. J ) 

MILK COOLlR^iULK ^ ' -^ * ♦mnI 
MILKING MACHiNt Unit* < ) 

I'll. I uii» • Vj». ( » il.JK ( ) 

^ 'I' i-«t.iT t \ K lr< Vyl* ( ) 

PLOWS, Itottomi ( >ln"( " 

l,.v,t AiH'> ( J ll>,' j_ ) 

PLOWS, n«»ttoni»< »"ln"(' 

PLOWS, MOUNTID ~ In { ^ ) 



) 



PLOWS^ MOUNTIO' Hotiomi < 



rK^^^'.^^^'jET Ft ( 

PLOWS, CHISEL Ft ( 

PLOWS, DISC 
PORTAiLE ilNS ~ 



PO&TAILE FEED RACKS Ungth ( 



POST HOU DfGGiRS 4 ORIVIrT 
POTATO DIGdCRS ' ' 

Kaww < ) 
POTATO PLANTERS 

|{OH« ( ) 

ROLLER-PACKIR^ 

Kt I ) 

ROTARY HOE ^ 

*»iH ti..nfi ( ) 

ROD WEEDIR 



1 



SAWS 

SCRAPERS, 'hydrau}^" ( ) 
C\t f<st [ ') Dottr ViWn ( 



SPRAfERS A DUSTERS 

J*" ' ) Ur^im ( ) Mtd ( 
Trail* r ( ) S»l»-Pff»p ( ) 

STALK CUTTfiR -^f 



TERRACING A LCVELING EOOlP. 



TRAILERS 4 iOXIS 

" W t... U I _ ) T..nH I » 

TRAILERS A iOXES" ^' '"Mx hu V ) 

' _ » Ti>n< ( ^ )_ 

TRAILER SILAGE iOX ' ^oixt ( ) 

"'1^ • ^ til t >. « \r« < ) 

TRAILER SILAGE iOX »• <»r i > ' 



SUB TOTAL >, ITEM 



) 



■ fi\,<\.ir I 



I'l.ht NrW < 



TRAILER rLATSEDS 

POWER FEED WAGONS 1. ^^;"; 7 

POWER FEED AVGERS 

I'l I ) Ilun*^ T\|M. * ) 

TANKS, FUEL n PtOPANE rf ^ 

■'1."^ ' »' i;ii'.»'^ I » 

WELDERS, ' Acct' I ') 

J" ( > Antps ( ) 

SHOP EOUIPM'T: ELECTRIC VICTORS ~ 

' i ' \ i- i TOOLS i< i 

AIR COMPRESSORS, h p ( " " ) 

G*ltqft$_ ' I 

PORTAiLE HEATERS, BTU ( ) 

STANDiY POWER UNITS 

kw ( >: 

SADDLES 



TOTAL ITIM 1 1 
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When you fill out a signature card for opening a checkinq account: 

1. Print your full name on Line 1<» 

2. Print your address on Line 2* 

3. print the name of the place where you work on the first part 
of Line 3* 

4* Write your signature on the second part of Line 3, The saae 
signature on this card should be used in writing all checks* 

5« If you are opening a joint checking account, the other person 
must print his (or her) place of en^loynent and write his 
(or her) signature on Line 4. 

t. Print your name and address in spaces 5, 6, 7, and 8 the way 
you want your name and address to appear on all your checks* 



Fill out the signature card below for opening your individual 
checking account : 



Accoiuit Number 


1) 


Name 






Address 






Emplojnnent 


Signature 


3) 




X 




Employment 


Signature 


4) 




X 




Account Caption & Address 




5) 




The Kampeska State Eaink 


6) 




authorizes to recognize 
the above signature (s) 


7) 




in payment of funds or 
transactions or other 


8) 




business* 
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No • 5 

19 

To 
For 


KAMPESKA STATE BANK 

No. 


Bal, Brought 
Forward 


Pay to the 

order ot $ 


Amount 
Deposited 

Total 
Am't This 
Check 




Account No. 


Bal« Carried 
Forward 


81-686 



f CHICK iNO Ac count bi»6firff igiin=^ 



DATE 



19 



CASH 


cumnncY 




com 
























Tt,**l fftuK OTHIH SIDC 






TOTAL 






LESS CASN HtCClvf 0 






N6T DEPOSIT 







O T M r « ITI Mft 

tCOMft 

COWOtTtONt t 

COIL C CtlOM 

at • u « t 

CACM ITtM 
ffMOOMCO 



KAMPESKA STATE BANK 

WATCi<TOWN. SOUTH OAkuVA 



L 



If 

^rrCR OATC, FOft VAUUC ItSCCiVCD. I fW>MfSC TO rAV TO 



OATC 



THC Oft OCR or_ 

PAVA»iJ» AT 



.DOLLARS 



WITH iNTKREST TMCKCO 4 mOM- 



-UMTIL rULLV PAtO. AT TMg RATE OP- 



CCMT PC« ANNUM fNTKKCST ^AVABLC- 



ftt ■ 4riftli« (»Mr M^ifri u anr •mi«r»tlMi 

Tt»r MAfTi Mrrti^ m6 |«*rMt«n k«rr<rf iMnt»r •r«*r«l!f am to kt fttl <*f rvttenU* |aetttd'<^f wtiiaifck •tt«ffa«yt' fm 

ftiid «ifM«« in 'wr Mr»rflt (Mt t« M4r ftt Mttirltr. m4 •Mtrtilr Mm pmrttmrai fur »«ir«wM. il Ma prvlMl m4 

ii'<(K* «l K«ir«t ftn4 tfliltfrftr* i« Mir#ftnt MfV'M or bri^lof wit acatea aof partf hfrK« 1%t raAirvn. Mrr(M« «ii4 CMmt«r« IwrtW iMn^ 
irf«rtlir rMimt th*C Ui* ttar fli 9ty«M»l iitf W «tti«M (vWtWr <r Ml ktrnm ttea tie eriitMl pcn«4i. «r tiii Ml* mm4, Uat to 
um miiiiui Mikt to tlM u4 9itMmg, •fcttiag tieir lUbimf htttm 



secuiico av. 



^ o 



PAID ON Pfllf^lPAi. 



AMOUffT 



CKT. 

TMIt HOTE MVCN rMI aCMCMrAL A#«9 KKTB I Ii lH I j 

NUiNf. Mii 

AMO i» »iO T W PAVMfKT »r TNT O mt K**. >i»T« 

llyNi 




ii)8 



4 




109 



Where to look in the court house 



The county court house is the central location for many kinds of 
information and government services. The typical court house is de- 
partmentalized as follows; 

Circuit judge, clerk of courts t county auditor, county judge, juve- 
nile probation officer, register of deeds, sheriff, states attorney, and 
treasurer. 

In addition, many court houses also house such offices as civil de- 
fense, county agent, county corranissioners, director of equalization, 
public health nurse, public welfare, and veterans service. 

The following pages list information and services found in most coxirt 
houses. As the source of information may vary from place to place, you 
can fill in your local source beside each category. 
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WHERE DO YOU CO TO FTOH OIIT AROIIT.. 



Abstracts •••••• •••••••••• 

Adoption Records • 

Air Force Discharge Records.. 

Army Discharge Records. . •••••• 

Automobile Licenses ••••••• 

Automobile Titles»» •••••• ••••••• 

Birth C ertif icates ••••••••••••••••••• 

Boat Licenses«*«««««««««««««««« 

Building Permits* •••• • •••• 

Car Licenses* ••••«••••••••••••• •••••• 

Car Titles. 

Child Support Payments* • • 

Civil Court Actions •••••••••• 

Coast Guard Discharge Records 

Court Actions 

Criminal Court Actions. ••••••• 

Dance Permits* •••• • •••• 

Death Certificates •••••••••••••• 

Deeds.«« ••••• 

Divorce Court Records 

Drivers Licenses 

Drivers License, School Bus Operators 

Employment Services* • 

Estates ••••• • • 

Finance Statements*....* •••• 

Food Stamps 



Jury Lists 

Liens • 

Liquor License Applications 

Liquor License Transfers* ••••••••• ^ 

Marriage Licenses** •••••••• , 

Mechanics Liens •••• 

Mental Health Services***** <i 

Mil Levy Compu-t-ations******* 

Military Discharge Papers 

Mobile Home Registration , 

Mobile Home Tax Computations 

Mortgages* *•••*••*•* ••••••••••••••••••• , 

Navy Discharge Records 

Passport Information & , 

Personal Property Assessments *• 

Personal Property Tax Payments»»**o » 

Property, Tax Sale of Real & Personal Property • 

Flat Descriptions**** 

Probate Court* •*• ••»•••••••••« ••••••• 

Real Property Assessments •*•• 

Real Property Special Assessments 

Real Property Descriptions 

Real Property Tax Payments«««««««««^«««« 

Sales Tax Licenses sec 

Selective Service Registration 

Small Claims Court * 

Suppoi^t Payments 
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Taxes, Income Tax Information 

Taxes, Personal Property Tax Assessment 
Taxes, Personal Property Tax Payment... 
Taxes, Real Property Tax Assessment. 

Taxes, Real Property Tax Payment 

Taxes, Sales Tax License 

Taxes, Sales Tax Payment 

Vehicular Registration 

Vehicular Tax Payment-New or Out-of-State Vehicles. 

Vehicular Licenses >. 

Voter Registration 

Voter Registration-Change of Address 

Welfare Services 

Wills 



9II3 



Legal and consumer terms 



There are many terms not widely used in the everyday vocabulary 
of most people, yet have significance at some time in life in business 
transactions and in legal matters • 

A glossary of some of these terms is given here# 



Affiant : 

Amoritir^ation ; 

Assi^ee : 

Attachment : 
Bill of Sale : 

Bond (investment): 



Bond (surety): 



Chattel ; 
Chattel Lien: 



Collateral: 



Conditional Sales 
Contract: 



Consignment : 



Cooling-Off Period: 



Co^oigner: 



The person who oigns an affidavit • 

Long term or gradual payment of a debt» 

The person to whom property (or a right) is givqn 
or transferred. 

Legal seisure of property for failure to pay debts* 

Document providing legal record of the transfer 
(or sale) of personal property. 

Loan to a governmental unit or business with the 
promise to repay at a specified interest rate in 
a specified time period. 

Guarantee of payment for failure to perform under 
certain specified conditions. 

Personal property which can be moved. 

Claim of lender to certain personal property placed 
as collateral by borrower in event of the borroer's 
default of payment. 

Property or things of value pledged by borrower as 
security that a loan will be repaid. 

The buyer assumes immediate possession of the property 
but seller retains the title to it until all terms 
of the contract have been met. 

A person wishing to sell property (the consigner) 
continues to own the property until the selling agent 
(consignee) has sold it. 

Generally, the period of time given to a bqyer to 
change his mind after a sales contract has been signed 
in the buyer* s home. 

An individual who assumes full responsibility for re- 
payment of a loan made to another if that other person 
fails to live up to his contract obligations. 
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Debenture : 



Debt certificate issued by a compaiiy or unit of 
government in return for borrowed money. 



Declining Balance: 



Deed: 



Default ; 

Deficiency Judgement : 

Fiduciary ; 
Foreclosure; 



Garnishment; 



Holder-In-Due Course : 



Holographic Will : 
Injunction ; 

Intestate ; 
Joint Tenancy; 



Liabilities : 
Lien: 



Liquid Assets ; 



Negotiable Instrument : 



Net Worth; 



Non-Installment 
Credit: 



Open Dating ; 



Amount of the unpaid balance of a loan as each 
contract payment decreases it. 

Legal document which transfers the right of owner- 
ship of real property. 

Failure to fulfill an obligation or contract. 

Court order requires full contract payment even 
after repossession and sale of property. 

Someone in a position of trust. 

Court action involving the sale of mortgaged property 
to pay mortgage obligations which have not been met. 

Action on the part of a creditor to collect money 
owed him through the debtor's employer or from someone 
who owes the debtor money. 

Generally, a bank or other lending institution which 
purchases an installment contract from the original 
seller. Frequently the holder-irwiue course does not 
have to assume Lhe original contract commitments corn 
c-^ming product performance. 

A will written iii the handwriting of the maker. 

Court order requiring certain action to be taken or 
forbidding the performance of a certain action. 

Failure to leave a valid will upon death. 

Money or property owned by two or more persons with 
the agreement that if one dies the full title goes to 
the remaining survivors. A will does not affect joint 
tenancy agreements. 

The debts or obligations of an individual or company. 

Claim on the property of a borrower or debtor as 
security for a debt. 

Investments and other property that can be readily 
converted to cash. 

Written payment obligation that can be transferred by 
endorsement or delivery. 

Your true financial position based on the difference 
between all that you own and all that you owe. 

A debt you meet with a single payment or v/ithoat a 
specific repayment schedule. 

Or "freshneos" date^, so shoopers know when food was 
first offered for sale and the last date it should be 
sold. 
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Option ; 

Prepayment Penalties ; 

Personal Property ; 
Power of Attorney : 
Principal ; 

Probate; 

[1:^0fnissQry Note ; 

:ceal Property : 
Replevin ; 

[teoossession; 



Retainer ; 

Jecurity Agreement : 
Truth-In-Lending ; 



Unit Pricing : 

Us'jiry ; 
Writ; 



The privilege to buy or sell pror>erty at a Sf)eci- 
fied price within an agreed time. 

Charges assessed to borrower if he pays off money 
owed before due date. 

Any possession other than land or buildings. 

Ivritten authorization to act as another's agent. 

The actual amount you invest or borrow without added 
charges or other extras. 

Processing of a will to establish its validity. 

VJritten evidence of debt that establishes repayment 
schedule (l.O.U. in legal form). 

Buildings and laixi. 

Court action to recover goods from defaulted buyer 
who refuses to return merchandise voluntarily. 

Legal owner's action to reclaim merchandise from 
buyer who did not meet conditions of installment 
contract. 

Advance payment for professional services. 

Pledge of buyer's or borrower's assets as loan 
guarantee. 

Federal law which enables you to compare credit costs 
accurately by requiring all granters of consumer credit 
to disclose to each customer in writing the exact cost 
of credit, expressed as a dollar amount and as an annual 
percentage rate (APR). 

To enable you to compare prices by indicating cost on 
a per ounce or pound basis. 

Charging borrower more interest than the law allows. 
Court order 
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